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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

BUREAU  OF  MARKETS 
WASHINGTON,  D.  C. 


INFOimTlOlT  CIRCtlLAP  VOL.  II,  No.  12. 
Jajauary  12,  I92O. 


.1.'   FRUIT  AND  VEGETABLE  DIVISIOIT  CHEATED 

In  order  to  handle  more  efficiently  the  work  having  to  do 
-with  fruits  and  vegetables,  the  following  five  projects  have  been 
combined  to  form  the  Fruit  and  Vegetable  Division  with  Mr.  Wel;ls 
A.  Sherman  designated  as  Specialist  in  Charge.         ^,  ■ -'. 

1.  Market  News  Service  an  Ermts  and  Vegetables.  ■ 

2.  Market  Inspection  of  Perishable  Foods. 

3.  Enforcement  of  the  Standard  Container  Act. 

U.     Grades  and  Standards.         .  —  •■■  ■  .  -  -  ^   

5.    Market  Surveys,  Methods  and  Costs. 

Mr.  W,  L.  Evans  has  been  designated  as  Head  Clerk  of  -this 
Division.  ....  .. 

.  2.    APPOINTMENTS  APPROVED  IN  ADVANCE  BY  SECHETARY        .  ' 

Regulation  No.  1  of  the.  Administrative  Regulations  of  the. 
U.  S.  Department  of  Agricultiire  provides  that  "no  appointment, 
promotion^  demotion,,  or  transfer  of  any  person  employed  in  the 
District  of  Coltimbia  shall  be  made  effective,  nor  shall  any  person 
appointed  for  service  in  the  District  of  Col-umbia  be  allowed  to 
enter  -upon  performance  of  his  duties,  until  the  recommenda.tion  i"or 
such  action  shall  have  been  approved  by  the  Secretary.- 

On  accoxunt- of .  certain  m-i  sunder  standings  and  by  taking  too 
much  for  granted,  this  rule  has  .been  br.oken  in  one  or  two  recent 
cases  in  this  Bureau.  The  greatest  care  should  be  exercised  net 
to  permit  anyone  to  report  for  duty  in  Washington  until  it  is 
known,  positively  and  definitely,  th^t  the  appointment , has  been 
approved  by  the  Secretary  of  Agriculture,  No  exceptions  to  this 
rule  are  permitted  under  any  circumstances  whatever.. 
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Atten-ticn  is  cal!led  to  Item  11  in  In-^omation  Circ''a"'.ar  -To,  5i 
issued  October  22,  1513 >  "'Xider  the  subject  given  above.  Sriveral 
Form  5  vouchers  for  aacurits  of  less  than  $1.0G  have  besu  paosing 
throvigh  recen'tly,  notably  one  for  only  seven  certs,    i-nother  ii3.i.lled 
at  the  sa:-r?e  tirre  v^-as  for  fiftj'  cent^.     It  is  not  desired  to  impose 
any  ha,rrj,ships  upon  our  field  re"ores9.at'-.tiTes  throvigh  re>).vJ.ring  them 
to  expe?\d  their  ov^ia  funds  and  have  to  wait  for  sodoe  tiae  for  rsim- 
burseioont ,  but  it  is  frit  that  nc  harJ.s-ir.p  'vould  be  involved  in 
sottling  each  month  a  fs.v  items  a^oun-*.  in g  to  oiiLy  a  few  ccno?  each. 
The  expr.noe  of  preparation,  certification,  tranc-niittal,  ciuditing,  re- 
cording, adT^lnistraLive  ezem-inatio-i  and  appicva'.  in  divisi.-.r  and 
bureau  offices,  scheduling  to  Dic.buvomg  Ot'i'ice,  d;.av»ing  c.icck  and 
mailing  to  p-^yee  i^  considerable.     £uch  erp^rd vturcs  for  acccu^ts 
amounting  to  less  t'lsn  a  doAlc.r  are  iixexciiS^/tle  except  v/ljen  a.  "ory 
large  number  of  such  items  accyr.':!"! at(;r^  in  one  aacnth  ^.nd  the  F3j.'loyos 
can  not  afford  to  advance  the  required  a:ic;\n.:t  from  his  personal  funds 

U .    MII-ffiOGRAPE  S7EI\rc:iL  CUTTIITG 

From  a  number  of  the  branch  offices  of  the  3-jreau  •xhich  issue 
mimeograph  reports  come  co-rplaint-s  in  re^-^rd  t*-"  the  injurious  effects 
upon  the  tjrpowriter  of  the  ce-rjjiaz  or  -vha^'^A'-^r  Xio'oj.d  jS  ugo^  in 
moistening  the  stencil.    Also,  j.ack  of  3~.so-<£'i3  instruction  to 
stencil  cutters  and  consor-ce-itly  inieriur  stencils  do  'jvich  to  reduce 
the  quality  and  injure  the  appeal  an',  s  of  some  ox  our  market  reports. 
The  head  stezacil  cTJotor  in  Lhs  Addressing  and  l>.'^l:-.cai:-.:n%  "oaction  of 
the  Eareau  in  Washington,  -^vho  is  cont.irraousi'.y  crfA^-^rG-'j  cuttii-^ 
stencils,  not  only  cuts  excellent  stencils  bv.t  alju  >'.icps  her  "cype- 
'.■vriter  practically  as  clean  as  any  r.se^  ior  ribbC'r.  'a?'-!^  orJ.y.     It  is 
thought  that  her  methods  might  be  studied  by  oiihoi  sttncil  cutters 
v/ith  some  advantage  in  certain  ca.ses.    The  Bure£ij  cdauni&tration 
desires  to  encou:'.?.^3e  in  every  vvaj'  possible  the  r.npro'^eiaent  of  the 
quality  and  appearance  of  our  mimeographad  reports. 

The  methods  used  by  the  head  stencil  cutter  in  the  Addressing 
and  iHxplicating  Section  are  described  as  follo^Ts: 

"With  the  'Derma type  Handy  holler',  roll  the  blue 
stencil  paper  from  the  baUdng,  apply  darr'AT.  fronZy  to 
the  backing  \7ith  a  brush,  then  reroDl  steaC/J  P'SP'^r 
smoothly,  being  careful  to  leave  no  -vrirfrles.  Moisten 
stencil  after  rerolling  onto  backing,  then  blot  ncll 
before  placing  it  in  type-^-riter  so  there  rill  be  nc 
oosing  of  dermax  into  macMne.     Should  the  stencil 
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become  dry  before  completion,  remove  from  machine, 
apply  dermax  to  the  -anvvritten  end  of  stencil,  blot 
and  replace  in  machine .  . 

:.  When  a  mistake  is  made,  gently  rub  error  with 
some  hard  object,  preferably  the  bone'^ tiandle  of  a  ...  . 
steel  eraser,  then  give  a  thin  coat  bf  mimeograph- 
.varnish,  press  gently  v/ith  moistened  finger  tip,  and 
write  in  correct  letter  or  word  with  a  light  even 
touch  of  the  keys.     If  varnish  gets  thick,  it  should.  . 
be  thinned  with  alcohol.   '  • 

The  typewriter  must  be  kept  clean  if  good  results 
are  to  be  ob'cair.fcd.     The  type,  a-lso  the  platen  and 
feed  roils,  should  be  cleaned  daily  with  alcohol.  The 
type  should  be  slTarp  and  stencils  should  be  cut  with 
a  firm,  but  quick,  even  touch  of  the 'keys." 

5.    THE  Wm  OF  THE  ATDDHE3SING-  A11D  DUPLICATING  SECTION 

With  a  view  to  enabling  the  various  divisions  of  the  Bureau 
to  utilize  the  services  of  the  Addressing  and  Duplicating  Section 
to  the  best  advantage,  and  to  avoid  unnecessary  delays  in  the  com- 
pletion of  the  work,  certain  f3-cts,  \^/'aich "  should  be  borne  in  mind 
in  placing  orders  for  ad.dressing  or  duplicating  work,  are  hereby- 
called  to  attention. 

In  the  first  place,  the  blue  card  order  should  be  filled  out 
properly.    The  name  of  the  section,  project,  or  division  and  the 
acco-unt  number  alvjays  should  be  given.    When  a  mimeograph  job  is 
returned,  the  stencil  nimber  should  be  copied  for  future  reference 
from  the  blue  card  to  the  white  copy  of  the  division.    The  kind  of 
work  desired  should  be  checked;  and,  if  the  order  is  for  multigraph 
work,  it  should  be  indicated  whether  a  record  or  copy  ribbon  is  to 
be  used;  if  for  mimeograph  work,  wiiether  or  not  the  stencil  is  to 
be.  retained. 

All  orders  should  be  sent  first  to  the  office  of  the  Adminis- 
trative Assistant  in  Charge  of  Operatiorr  for  appi-OYal  before  trans- 
mittal to  the  Addressing  and  Duplicating  Section.    Failure  .to  do 
this  delays  orders. 

All  orders,  except  in  unforeseen  emergencies,  should  be  pre- 
pared and  forwarded  to  the  Addressing  and  Duplicating  Section  several 
days  before  delivery  is  desired.    The  practice  of  marking  orders 
"rush"  .or  "immediate"  or  of  putting  the  date  when  the  work  is  desired 
as  not  later  than  a  day  or  two  subsequent  to  the  date  of  the  order 
is  almost  universal  throughout  the  Bureau.     The  Assistant  in  Charge 
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of  the  Addressing  and  I>aplicating  Section  reports  that  there  is 
only  one  "section  or  project  in  the  B-oi-eau  that  oraii-^arily  re^iiests 
the  completion  of  work  "in  due  coiirse" ;  "in  regular  order",  or  the 
like.    Of  course,  when  iinmediate  delivery  is,  requested  on  all 
orders,  no  distinction  can  he  made  er.i  the  v/ork  which  is  really 
urgent  can  receive  no  preferential  attention.    Any  order  which 
calls  for  delivery  within  less  than  a  week  should  he  eicplained  and 
the  reasons  why  it  was  impracticaole  to  anticipate  the  need  made 
clear. 

The  Addressing  and  Duplicating  Section  has  a  number  of  per- 
iodical reports  which  must  he  issued  regularly  and  which  h^ve  the 
right  of  way  over  anything  else.     Since  m.iscellaneous  jobs  must  be 
^  handled  in  the  intervals  permitted  by  these  regular  reports,  the 
schedule  of  these  reports  is  given  here'.vith.     The  unit  of  time  con- 
sumed is  operator  hours . 

DATE  ISSUED  DAILY  A^TD  W^lngY  EEPOF.TS  TI^CE  CONSU^gD 

Daily  ;    Daily  Summary  -  --  --  --  --  --  --      2:  hours 

Wednesday        :    Weekly  Review  -  -  _  _  _  _  _      1:00  " 

Wednesday        :     Carlot  Summary    ------------      U:00  " 

Saturday  :    Peanut  Report   3:  DC  " 

DATE  ISSUED  :  MONTHLY  AND  SEMI -MONTHLY  PEPOH?^ .  ETC.*  Tr^  COI750MED 

21st  :  Fluid  Milk  Report  ___   25:30  hours 

Ist  &  15th  :  Honey  Report   h:ZO  " 

Uth  &  20th  :  Inquiries  (Fish  and  Apples)   7^00  " 

lith  &  20th  :  Inquiries  (General)   6:C: 

6th  &  29th  :  Follow-up  letter  for  Wool  Stock  Reports      1:00  " 

12th  &  2U-th  :  Hide  and  Skin  Report  ^.i  Follow-up  Letter  S  :3^  " 


*  These  dates  sometimes  vary  by  a  margin  of  one  or  two  days. 
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Hand  addressing  of  envelopes  is  no  proper  part  of  the  work 


of  the  Addressing  and  j>ap lies, ting  Section.     In  the  ev?5nt  that  any 
of  the  employees  of  this  section  have  any  amount  of  time  during 
w^ich  they  are  not  engaged  r.pcn  th-'sir  regi>l3,j:  duties,  tbey  might, 
be  detailed  to  do  hand  addressing,  hut  not  othe:.'wise.  Divisions 
wishing  hand  addr-e^sing  done  usually  must  depend  upon  their  own 
resources. 


Acting  Chief  of  Bureau- 


UNJTED  STATES  DEPARTSV5ENT  OF  AGRICULTURE 
BUREAU  OF  MARKETS 
WASHINGTON.  D.  C. 

INFORMATION  CIRCULAR  VOL.  II,  No.  I3 
January  17,  I920. 


1.     ASSISTANCE  IN  BRANCH  OFFICE  OPERATION 


Branch  Offices  to  A  period  has  been  reached  in  the  develop- 

he  visited  ment  of  the  Bureau  of  Markets  where  the  operating 

details  have  "been  reduced  more  nearly  to  a  fixed 
routine  than  ever  before.    This  permits  a  greater 
amount  of  attention  to  be  given  to  branch  office 
operation.    Hereafter,  to  an  extent  varying  with 
the  needs  of  the  branch  offices  and  the  demands  of 
other  phases  of  the  administrative  work  of  the  Bu- 
reau, direct  assistance  will  be  given  to  the  various 
branch  offices  of  the  Bureau  by  personal  visits  from 
a  representative  of  the  Branch  of  Operation.  Diaring 
the  calendar  year,  I92O,  it  is  believed  that  most  of 
such  visits  will  be  made  by  the  Administrative  As- 
sistant in  Charge  of  Operation, 

Problems  to  be  Upon  these  visits  it  is  expected  that  the 

discussed  project  or  division  representative  in  charge  of  the 

branch  office,  or  the  chairman  of  the  operating  com- 
mittee in  .joint  offices,  and  the  hea,d  clerk  of  the 
office  will  discuss  with  the  representative  of  the 
Branch  of  Operation  any  and  all  operating  problems 
concerning  which  information  is  desired  or  upon 
which  assistance  is  needed.     It  is  requested  that 
this  be  done  freely  and  fully  in  order  that  the 
most  satisfactory  results  may  be  secured. 

Cooperation  by  The  work  to  be  done  on  these  visits  vfill  be 

branch  office  force  of  such  a  nature  that  during  most  of  the  time  it  vvill 

require  the  attention  and  assistance  of  someone  famil- 
iar with  the  details  and  routane  of  the  business  man- 
agement of  the  office.     It  is  requested  that,  so  far 
as  possible  without  interfering  seriously  with  the 
transaction  of  current  business,  such  assistance  be 
given  throughout  the  period  covered  by  the  visit. 

Access  to  The  representative  of  the  Branch  of  Operation 

records  should  be  given  free  access  to  all  of  the  records 

and  files  of  the  office,  and  any  information  which 
he  requires  in  regard  to  operating  methods  or  details 
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shoTold  "be  made  available  if  possible. 


Talking  things 
over 


The  regular 
routine 


Inventories 
checked 


Vouchers  and 
accounts 


J  Pint  Operation 


Files 


Mime  ographing 


The  visitor  will  he  glad  to  discuss  operat- 
ing proDlems,  answer  inquiries  or  consider  s^agg3s- 
tions  relating  thereto,  and  to  tilk  over  with  any 
raerr.ber  of  the  force,  and  particularly  v/ith  clerical 
and  subclerical  eniployees,  any  personal  mattsrs 
which  may  be  submitted,  to  give  inf or!iiation  as  to 
opportunities  for  advance::ient ,  etc. 

The  reguJlar  routine  on  these  visits  will  in- 
clude as  many  of  the  follov/ing  points  as  aay  be  re- 
quired by  the  nature  of  the  work  of  the  office; 

In  each  office  the  first  thing  tc  be  done  by 
the  visiter  will  be  to  check  the  inventoriable 
property  on  hand  with  an  inventory  secured  fr<xn 
the  records  of  the  Washington  office. 

The  method  of  keeping  accounts  vrill  be  ez" 
arained,   including  authorization  accounts  in  all 
branch  offices  and  joint  accounts  in  offices  con- 
taining representatives  of  tv/o  or  more  divisions 
which  are  operated  upon  a  joint  basis.     Tnis  does 
not  mean  that  the  accounts  will  be  audited,  but 
merely  that  the  methods  of  hitidling  their  will  be 
inspected  with  a  view  to  determining  whether  any 
improvements  can  be  suggested.    Methods  of  handling 
vouchers  in  this  connection  also  will  be  til'en  up 
and  the  necessity  for  a  prcnpt  submittal  of  accounts 
and  the  proper  preparation  of  vouchers  and  p::vrolls 
emphasized . 

In  joint  offices  a  survey  will  be  mad^  to 
determine  v/hether  all  operating  details  which 
natiu'ally  are  of  a  joint  nature  ^re  handled  -u^o^ 
a  joint  basis. 

The  files  and  filing  methods  will  be  e-can:i''.3d, 
and,  where  it  seems  to  be  desirable,  imprcvr:3nts 
suggested.    The  adoption  of  such  suggest :-cr.s  'ill 
be  optional  on  the  part  of  the  branch  cfJice,  since 
it  is  re?.liz3a  that  most  br.uich  cf-fice  filBs  are  sc 
small  in  the  voluma  of  corres^oncence  handled  t^o.t 
almost  any  reasonable  scheme  of  filinc-  ^111  operate 
vvath  a  fair  dearee  of  satisfaction. 

In  offices  operating  a  market  reporting  ser- 
vice the  methods  used  in  preparing  stercils  and  in 
issuing  reports  from  the  machine  room  will  be  studi 
with  a  viGw  to  im.proving,  where  rossiMe,  tlia  /ji  lrt 
of  the  output.     In  this  connection  s\iggestions  cf 
methods  that  have  been  successful  v/ould  be  ar-preciat 
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Such  suggestions  could  then  be  offsred  to  other  of- 


fi( 


;3s. 


Spac3 


Tele-phongj  Servic; 


Miscellaneous 


Regulations 


Personnel 


The  requirements  and  available  facilities  in 
the  way  of  office  and  storage  space  will  be  given  at- 
tention ^7ith  a  view  to  the  possibility  of  making  de- 
sirable changes. 

Factors  affecting  the  nature,  volume  and  cost 
of  the  telephone  service  and  the  requirements  there- 
for will  be  studied,  together  -vith  the  methods  used 
for  handling  incoming  and  outgoing  calls. 

AdjxLstment  of  such  matters  as  towel  service, 
the  use  and  maintenance  of  passenger- carrying  auto- 
mobiles and  automobile  trucks,  and  the  relationship 
between  telegraph  operators  and  local  administrative- 
officers  might  receive  attention.    The  methods  used 
for  circulating  and  filing  Bureau  and  Branch  Office 
Memoranda  and  Information  Circulars  will  be  noted, 
and  where  necessaiy,  changes  suggested  to  insure  th^t 
all  the  employes  of  the  office  have  an  opportunity  to 
familiarise  themselves  with  the  changes  in  Bureau 
regulations  and  operating  procedure. 

The  practice  of  the  office  in  following  admin- 
istrative and  other  regulations  will  be  observed. 

Any  matters  relating  to  personnel,  especially 
those  pertaining  to  clerical  and  subclerical  employes, 
and  the  methods  used  in  keeping  personnel  records, 
should  be  discussed  fully .     The  files  of  Information 
Circulars,  Bureau  and  Branch  Office  Memor-anda  will  be 
ezam.ined  to  ascertain  whether  any  relevant  to  branch 
office  work  are  missing. 

It  is  hoped  that  these  direct,  personal  con- 
tacts will  result  in  establishing  a  better  mutual 
understanding  between  the  branch  office  forces  and 
the  administra,tive  offices  in  Washington,  and  in  some 
cases  in  improving  the  efficiency  and  siinplif^n-ng  the 
practice  of  the  operating  routine,  to  the  relief  and 
advantage  of  those  responsible  for  representing  the 
Bureau  in  its  activities  throughout  the  country. 


2.       CEWGES  W  BRANCH  OF  0PT?RATI0N 

Mr.  J.  A.  Rice,  E:-:ecutive  Clerk  in  the  Branch  of  Operation,  re- 
signed, effective  December  3I,  I919,  to  become  an  active  partner  in  a 
commercial  printing  establishment.    Mr.  L.  C.  O'Brien,  who  has  been 
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assisting  in  the  supervision  of  the  operating  routine  and  business  detail 
relating  to  the  vvork  of  branch  offices,  will  succeed  Mr.  Rice,  also  re- 
taining supervisory  responsibilities  in  matters  relating  to  branch  office 
operation.    He  will  be  the  principal  assistant  to  the  Administrative  As- 
sistant in  Charge  of  Operation  and  will  act  In  Charge  of  Operation  in  the 
?obsence  of  the  Administr :,tive  Assistant. 

Effective  February  2,  I92O,  the  Branch  of  Operation  -ill  be  re- 
organized upon  the  standard  divisional  basis  of  the  B\ireau,    A  head  clerk 
will  be  designated,  who  will  have  charge  of  divisional  stock  requests, 
subrequests  for  requisitions,  inventory  records,  personnel  work,  and 
records,  accounts,  authorizations  and  other  lines  usually  handled  by 
head-  clerks  of  divisions. 


3.     THE  PAST  SIX  MOOTHS  IN  TEE  •BUREAU  OF  ?^\RK1'.TS 

During  the  fiscal  year  I919  the  work  of  the  Bureau  of  Markets 
was  financed  principally  from  two  sources.    One  was  the  regular  annual 
appropriation  Act  for  the  Department  of  xlgriculture  and  the  other  was 
the  special  Bill  passed  by  Congress  for  the  stinmilaticn  of  agriculture 
during  the  period  of  the  war.    The  regular  annual  appropriition  Act 
made  available  the  sum  of  $2,023,255.00.    The  stiinulating  Bill  pro- 
vided $1,055,608,00.    The  total  available  from  these  two  sctirces  vTas 
$3, 97s, 863,00. 

-The  Food  Production  Act  was  not  renewed  at  the  close  of  the  past 
fiscal  year.    The  regular  annual  appropriation  Act  provided  for  this 
Bureau  the  sum  of  $2,811,365 ,00,  an  amount  less  than  the  total  avail- 
able for  the  preceding  year  by  $1 ,l67,U9S.C0. 

The  figures  as  given  above  do  not  take  into  consideration  funds, 
available  until  expended,  appropriated  with  the  original  cotton  futures 
Act,  grain  standards  Act,  and  warehouse  Act.    Other  minor  amounts  also 
were  available  at  times,  f rom^  miscell?j.ieous  sources. 

This  serious  reduction  in  the  total  amount  of  funds  available 
for  operating  expense's  made  necessary  a  correspondinr  reduction  in 
the  range  and  volume  of  the  activities  of  the  Bureau.    Sorie  of  these 
reductions  are  presented  in  the  following  columns.    The  first  column 
gives  the  figures  indicating  the  magnit\ide,  scope  or  volu'n:""  of  the 
part  or  activity  of  the  Bureau  itemised,  at  or  about  the  end  of  the 
fiscal  year,  IQI9.     The  second  column  gi^es  similar  figures  for  the 
corresponding  items  at  or  about  January  1,  I92O,   in  the  middle  of 
the  fiscal  year,  I920. 


Inf.  Cir,  Vol.  II,  No.  I3 


5 


Project  branches  outside  of  Washington 
•Branch  offices: 

-Cities  containing  branch  offices 

Employes  in  Washington    ;     •  .-       -  - 

Employes  in  the  field  ;  . 

Scientific  employes, :  entire  Bureau 

Clerical      Subcl-erical  employes,  entire  Bureau 

Total • employes,  entire  Bureau      .  - 

Miles  of  leased  telegraph  wire 

Leased  wire  stations 

Outgoing  letters  per  month,  Washington  office 


IT  0 

0  Uiio 

1  Ql  Q 

J.  ^  _L  ^ 

so  1 

1  03 

SI 

^6  : 

:  9O8 

690  : 

:  .  773 

■  660 

:  570 

.  -  600. . 

:  1011 

.  ■  75  ^: "  ■ 

:  l6gl' 

1350.  ; 

:  120SU 

5567  : 

:  kS 

29  : 

:  lOUSl 

930s  : 

In  addition  to  the  reduction  in  force  made  necessary  by  the  temin?,- 
tion  of  some  of  the  special  war  activities  of  the  Bureau,  the  period  since 
the  signing  of  the  Armistice  has  been  marked  by  a  relatively  large  number  of 
resignations  by  members. of  the  scierrt.ific  staff.    Practically  all  of  these 
resignations  were  submitted  for  the  purpose  of  enterinrr  more  lucrative  com- 
mercial fields.    During  this  period,  in  addition  to  the  Chief  of  Bureau, 
seven  division  heads  have  resigned.    Classification  of  the  resignations  of 
other  employes  upon  a  basis  of  salary  shows  the  resignation  of  four  who  were 
receiving  $3000  per  annum  or  more,  of  thirty- six  whose  salaries  ranged  from 
$2000  to  $3000  per  annwn,  of  twenty-seven  who  received  from  $1dOO  to  $2000 
and  of  twenty-five  scientific  employees  who  were  paid  $1560  per  annum  or 
less.    The  same  explanation  covers  the  resignation  of  four  clerical  employes 
receiving  salaries  ranging  from  $l600  to  $2000  per  annum.,  of  fifty  receiving 
not  less  than  $1200  or  more  than  $lU00,  and  of  one  hundred  three  clerical 
and  subclerical  employes  receiving  annual  salaries  of  $1100  or  less. 


In  this  connection  it  may  be  remarked  that  the  Bureau  is  larger 
in  every  way  and  is  handling  a  greater  volum.e  of  work  now  than  at  any 
time  before  the  war.     The  reductions  outlined  above  have  involved  only 
the  discontinuation  of  war  work. 


^.     CARBON  COPIES  OE  LETTERS'  PBEPAREB  II\'  BE /INCH  OFFICES 


Attention  is  directed  to  Field  Station  Memorandur.  No.  3  relative 
to  branch  office  correspondence  in  "vhich  it  is  stated  that: 

"Two  carbon  copies  of  a-11  mail  sent  out  should  be 
prepared,  one  to  be  filed  in  the  field  office  and  one  to 
be  mailed  to  the  I'ashington  office,  except  letters  addressed 
to  the  Washington  office  of  which  only  single  carbons  need  be 
made  for  the  field  station  file," 

Reports  received  from  the  Reviewing  Section  indicate  that  branch- 
off  ices  are  not  forwarding  to  ?/asbington  copies  of  all  letters  sent  out. 
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Arrangements  should  be  made  in  all  branch  offices  to  see  that  carbon 
copies  of  all  outgoing  mail  are  sent  at  th3  end  of  each  week  to  the 
Washington  office  of  the  project  interested-     It  is  not  necessary  to 
send  in  carbons  of  letters  addressed  to  persons  in  the  Washington 
office.    When  these  carbons  are  received  by  the  head  clerks  of  the 
projects  in  Washington  they  may  be  referred  to  interested  project 
representatives  and  others,  but  they  should  not  be  filed  until  they 
.have  been  examined  and  checked  by  the  Reviewing  Section. 


Acting  Chief  of  Bureau. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
BUREAU  OF  MARKETS 
WASHINGTON.  D.  C. 


INPOEMATIOIT  CIRCULAR  VOL.  II,  No.  lU,. 
February  9,  I92O. 


1 .  BOSTON  BRMCH  OFFICE  ADDRESSES 

The  Post  Office  at  Boston,  in  order  to  facilitate  the  delivery 
of  mail,  has  divided  the  city  into  districts,  each  district  having  a 
number.     The  number  for  the  district  in  wiiich  the  Boston  branch 
offices  of  the  Bureau  are  located  is  "9'"  ^'^'^  ^'^^  number  should  be 
written  after  "Boston,"  as  follows: 

U.  S.  Bureau  of  Markets,  U.  S.  Bureau  of  Markets , 

^02  Atlantic  Avenue,  llUO  Oliver  Building, 

Boston  9.  Mass.  Boston  9,  Mass. 

In  order  to  comply  with  the  request  of  the  Post  Office  author- 
ities, and  to  insure  prompt  delivery  of  mail,  it  is  reqtiested  that 
in  the  future  all  mail  for  the  Boston  branch  offices  be  addressed  in 
accordance  with  this  plan. 

2.  TRACING  LOST  SHIPMENTS 

It  frequently  happens  that  messages  are  received  from  points 
in  the  field,  to  which  freight  or  express  shipments  have  been  made, 
stating  that  the  consignment  has  not  been  received  and  that  a  tracer 
has  been  started  from  the  receiving  end  and  requesting  that  a  tracer 
also  be  sent  out  from  the  shipping  point.    Attention  is  called  to  the 
fact  that  it  is  a  waste  of  time  and  effort  and  involves  fruitless 
trouble  for  employes  of  transportation  companies  to  atteiript  to  trace 
lost'  shipments  from  the  receiving  end.     The  logical  place  from  v/hich 
to  begin  to  trace  such  a  shipment  is  from  the  shipping  point  and  this 
is  the  only  method  by  which  any  effective  results  can  be  seciired. 
Hereafter  no  attempt  should  be  made  to  trace  lost  shipments  from  the 
receiving  end,  but  the  consignor  should  be  notified  to  trace  from  the 
point  of  shipment. 

3.  TELEPHONE  SERVICE  RATES 

In  answer  to  a  complaint  about  the  high  rate  being  charged  for 
telephone  service  the  grain  supervisor  at  Nashville  was  advised  by  a 
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representative  of  the  local  telephone  company  tha.t  since  the  Govern- 
ment released  control  of  the  telephones  it  Y^-ii  b'^en  the  policy  of 
the  company  to  give  govemaient  offices  the  benefit  of  former  rates 
hut  that  it  did  so  only  when  the  government  office  requested  it. 
Upon  request  the  charge  in  question  vvas  reduced  from  $5.00  to  SS.OO 
per  month. 

Similar  telephone  service  in  the  different  branch  offices  of 
the  Bureau  varies  from  $7-00  to  $10.50  per  month.     It  is  pos3ib?.e 
that  some  of  the  other  offices  are  not  obtaining  the  benafic  of  the 
rates  to  vvuiich  they  m3.y  be  entitled.    Branch  office  head  clerks,  or 
the  representative  in  charge  if  tlaere  be  no  head  clerk,  immediately 
should  ascertain  from  the  local  telephone  ccapany  whether  the  office 
is  receiving  the  benefit  of  any  reduction  to  which  government  offices 
may  be  entitled. 

U ,     Si^I^C^ARriFG  TIA:LI>TCI  lists  Am  RECORDS 

Upon  separation  from  the  service  of  an  employe  who  has  had  in 
his  care  mailing  lists  and  other  coiif iaential  material  or  records  of 
the  Bureau,  division  heads  should  secure  assurance  that  the  employe 
does  not  take  witl'.  him  or  hold  in  his  possession  any  such  material 
for  fut-ore  use  by  him  or  by  commercial  concerns  or  private  organiza- 
tions . 


5.  CARBON  COPIES  OF  FC^M  iM-^O 

In  connection  with  the  use  of  Form  EM-M-0  covering  direct 
purchases  made  in  the  field  it  no  longer  will  be  necessary  to  send 
carbon  copies  of  this  form  to  the  Section  of  Suiriplies  and  Accounts. 
However,  branch  offices  should  continue  to  send  uhe&e  carbon  copies 
to  Washington,  addressing  them  to  the  head  clerk  of  the  project 
interested  for  his  irifonnation  in  keeping  inventor^''  records  and  check- 
ing branch  office  vouchers. 

6 .  irm  FORMS  usitd  iit  coi^i^ection  7?ith  •''ssuAir-s  ov  Tru-:^T2?c?7\?iON 

■    REQUESTS . 

Secretary's  Memorandum  No.  296  amending  paragraph  S9  of  the 
Fiscal  Regulations  provides  that  the  Office  of  Inspection  of  the 
Department  shall  require  a  receipt  for  tre-n'^portation  requests  ordered 
by  the  burea-as  and  that  administrative  offices  of  the  bureaus  slull 
require  a  like  receipt  from,  the  persons  to  whom,  the  requests  are  issued. 
Forms  BT  SU-A,  SU-B,  and  Zh-C  have  been  prepared  to  cover  the  requira- 
raents  of  this  memorandum.     Form  B!  SU-A  will  be  used  by  the  project 
to  order  the  requests  from,  the  Section  of  Supplies  and  Accounts.  ?^.2en 
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the  transportation' req^uests  are  sent  by  the  Section  of  Supplies  and 
Accounts  to  the  project,  the  project  head  clerk  will  fill  out  Form 
33M  gU-B  and  return  it  to  'the  Section  of  Supplies  sind  Accounts.  Form 
-8M  SU-C  is  the  receipt  which  will  be  given  to  the  project  head  clerk 
by  the  person  who  -will  use  the  transportation  requests.     It  v/ill  be  . 
filed  in  the  cffi-ce  of  the  project," 

7.     TBAT\IS?EP.  OF  ET>^LCYES  WITHIN  Tlig  BUHE.AJJ. 

Item  3  of  Information  Circular  No.  I9  issued  April  1'+,  I9I9, 
is  hereby  .amended  by  the  addition. of  the  folloviii-g  paragraph: 

In  the  case  of  transfers  from  the  apportioned  to  the  field 
service,  or  vice  versa,  or  within  the  field  service  from  one  Bureau 
unit  to  another  where  expenses  will  be  incurred  by  reason  of  the 
employe  reporting  at  the  new  assignment,  a  sta/bement  should  be-  in- 
cluded in  the  reccninendation  as  to  whether  or  not  the  expenses  incident 
to  the  transfer  "d.!!  be  pajd  by  the  employe  or  the  Bureau.     Where  the' 
Bureau  bears  the  expense  of  such  transfer"  detailed  information  should 
be  given  as  to  the  reason  therefor.    All  changes  of  headquarters 
whether  within  the  division  or  to  another  branch  of  the  Bureau  service 
should  be  rexjOited  to  the  Personnel  Section  in  order  th.at  the  Bureau 
records  may  be  kept  current .  ' 

S.     PLACE  OF  DELIVERY  OH  SiJBSEQ.UTSITICNS 

Heree.fter  all  stock  requests  and  su'or^qui  sit  ions  for  purchase 
orders  mil  show  the  name,  room  nijmber  and  bulldi-ng  of  the  person  to 
whom  delivery  should  be  m.ade .     This  applies  bcch  to  Wa.shington  and  the 
field.     The  Bureau  Property  Clerk  will  return  at  once  to  the  requisi- 
tioner  any  subrequest  chat  does  .net  contain,  these  deliver;-  instructions. 
The  information  outlined  above  also  will  be  incorporated  in  the  p-orchase 
orders. 

9  .    LETlTJSo  T^AIT'jMTTTI"M'>  SPFcrFiC/T.- ONS .  BIDS  ANX>  PPPCHA.ST  ORDERS 

In  connection  with  the  preparation  of  letters  to  the  Bca,rd  of  , 
Awards  transmitting  specifications  or  bids  and  exigency  sta-temonts  to 
accompany  purchase  orders  s\'..bmitted  for  approval  by  the  Secretajy,  it 
is  believed  that  additionai  facts  should  be  given  for  the  information 
of  the  Secretary  and  the  Board  of  A'Arp.rds  in  passing  upon  such  matters. 
At  the  present  time  the  various  divisions  simply  transm.it  the  specifi- 
cations or  bids  to  the  Property  Clerk  without  comment  and  the  Property 
Clerk  prepares  for  the  signature  of  the  Acting  Chief  of  Bureau  a  state- 
ment somewhat  like  this: 
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"Herev/ith  are  transmitted  bids  (or  specifi- 
cations) covering  200  cabinets  for  use  by  the  Federal 
Grain  Supervision  project  of  this  Bureau." 

When  the  proposals  reach  the  Secretary's  Office,  even  though  they 
are  recommended  for  approval  by  the  Board  of  Awards,  a  number  of 
questions  may  be  raised.     It  is  directed,  therefore,  that  hereafter 
divisions  forwarding  to  the  Property  Clerk  specifications,  bids,  or 
subrequests  requiring  exigency  statements,  should  furnish  in  each 
case  a  statement  comprising  an  original  and  three  signed  carbons. 
In  exigency  statements,  in  addition  to  data  required  by  paragraph  U-1 
of  the  Fiscal  Regulations,  and  in  each  letter  transmitting  specif ica 
tions  or  bids,  the  following  should  be  sho-Am: 

(1)  Estimate  of  cost  of  the  articles  (in  the  case  of 
specifications.) 

(2)  Purpose  for  which  the  supplies  are  to  be  -osed. 

(3)  Need  for  the  contemplated  purchase. 

(U)  Where  and  by  what  Division  v.-ill  the  articles  be  used? 

(5)  Approximate  length  of  time  the  supplies  mil  last. 

The  Property  Clerk  will  see  that  the  infonr.ation  indicated 
above  is  transmitted  to  the  Office  of  the  Secretary. 

10 .    ELIMINATION  OF  '^.OOO  POUND  MAXIMIB!  WEIG-ET  LIMIT  ON  SEIP^!ENT  OF 
HOUSEHOLD  FUENITUKE 

Attention  is  called  to  the  following  extracts  frcsn  Secretdry' 
Memorandum  No .  297  amending  sections  (p)  and  (r)  of  the  Fiscal  P.egdl 
tions . 

"(p)  An  employe  transferred  from  one  official 
station  to  another  for  permanent  duty  when  allowed 
traveling  expenses  ma.y ,  v.i.than  the  discretion  and  under 
written  instructions  of  the  chief  of  the  bureau  in  which 
he  serves,  be  allowed  packing,  crating,  freight,  and 
drayage  charges  for  the  transfer  of  his  effects  and 
personal  property  used  in  official  work:  Provided,  That 
all  such  shipments  are  miade  in  accordance  with  the  pro- 
visions of  Section  ^r)  of  this  paragraph." 
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"(r)  Under  the  provisions  of  sections  (p)  and 
Cq.)  of  this  paragraph  shipments,  if  hy  common  carrier, 
must  he  made  on  departmental  bills  of  lading,  released 
to  the  lowest  valuation  applicable  to  household  goods 
shipments .     The  employe  to  whom  such  departmental  bill 
■  of  lading  is  issued  is  not  authorized  to  make  any  changd 
therein,  by  writing  across  the  face  thereof  or  other- 
wise, which  will  raise  the  classification  of,  or  increase 
the  freight  charges  on,  the  shipment.    Each  accotint  must 
refer  to  the  authority  for  the  shipment  and  be  accompanied 
by  the  certificate  of  the  officer  best  qualified  to  make  ■ 
it,  that  the  property "so  shipped  consists  of  the  effects 
and  personal  property  used  in  official  work  of  the  em- 
ploye transferred  and  is  exclusively  his  property,  and 
that  the  transportation  was  furnished  on  the  occasion  of 
his  permanent  transfer  to.  a  new  official  station.  Car- 
load shipments  must  be  made  when  the  cost  at  the  carload 
rate  is  lower  than  the  cost  at  the  less-than-carload 
rate." 

The  effect  of  these,  amendments  is  the  elimination  of  the 
5,000  pound  maximum  weight  limit  on  the  transportation  of  employe's 
household  furniture.    Hereafter  the  Bureau  may  allow  full  charges 
for  pacing,  crating,  freight,  and  drayage  charges  in  connection 
with  the  transportation  of  household  furniture  when  an  employe  is 
transferred  from  one  official  station  to  another  for  permanent  duty 
and  allowed  traveling  expenses. 

11 .  EETUBN-  OF  EI^VELOPES  USES  TOR  MAILIN&  THE  MABKET  BEPORTER  TO 
BRANCH  OFFICES  ASP  FIELD  EMPLOYES  OF  THE  BUREAU 

In  order  that  a  check  may  be  made  upon  the  mailing  of  the 
Market  Reporter  it  is  desired  th^t  until  further  notice  envelopes 
in  .'9(4iich  copies  of  this  publication  .are  received  by  branch  offices    -  . 
or  field  employes  of  the  Bureau  be  marked  to  show  the  date  and  hour 
received,  and  returned  to  Mr.  W.  A.  Wheeler,  U.  S..  Bureau  of  Markets, 
Department  of  Agriculture,  Washington,- D.  C. 

12.  inspection'  of  OF&ICE  ?ffiTHODS  IN  BRANCH  OFFICES  BY  ADMINISTRATIVE 
ASSISTANT  IN  CHAfl(^  OF  OPERATION 

Mr.  R.  V.  Bailey,  Administrative  Assistant  in  Charge  of 

Operation,  left  Washington  Sunday,  February  1,  to  visit  the  branch 

offices  of  the  Bureau  in  the  south  and  southwest.  He  will  visit  the 
following  cities  on  or  about  the  dates  indicated: 


Atlanta'  Febmary  2-  •        Wichita       .  ,     :.lar=h  lU 

Nashville  ..    "      .  iO- ■  ' -• '  Karsas  City  -.       "  IS 

Meniphis  •       '    12  '  '  St . -Lcuis  -  -  .       "  30 

New  Orleans  '   "        13  '  ...Louisville  .  April  9 

■  "  Galveston  "       .2^  '     C5stc\Tirj&'c±  "  I'd 

Houston     '  -•■         '    .27  Coiunous  "  lb 

Dallas    "  ..29  :--  ■     '  Eittc gh  "  52 

I.cr.-t-:Worth'  inarch    '  '.3-  '       .  B&LtiEore-  "  26 

:  bk'iahoma -CTity,    ■  .10;. 


.The  .piirpo5  9  9  of  the  'trip  are  outlined  in  ccr.sideracle  detail 
in- Item' 1  of- lnx'"orLoaticn  Circular  No.  Ij  of  Vol.  11. 

It  is  expe.rtbd  that  Mr.  Bail ejr  will  return  to  Wabh\n£;ton  on 
or  ahov-t  Mciy .  1. '   j^j/ >:.^r'-  rii.^' aL)-.;eri:-<5 .  Mr.  L.  C  O'lJiien,  i-xscative 
Clerk,  v/ill  be  ACTINJ  iX  Ctl/iHG-E  OF  OPiiiHAXION-. .  • 

13 .  •  PEP.gC'H:?:L  N0TF3 

Walter  H.  Beckliao,  Investigator  in  M.-irkeiritog'  5V-j.it s  and 
Vegetables,  tendered  Ms  reiigiiation  etlec'ci.^-e  I)3oen:t»br  2J ,  i?19,  to 
become  Gsneral  Counsel  of  tnR '  Gcrjrejia,  yoa',i~w-5?te-'r.  c.nd  G-^lf  Tiail- 
road.    Since  July •         Mr;  Eeo>zha.nr!  has  been  in  cli^rge  of  the  Food 
Products  Inspection  work  at  Atlanta,  Georgia. 

S.  Spauiding  La-ATence ,  Ass i stent  in  Viarketing  Seed,  tendered  . 
his  resignation  ef  fee  oive,  December  .  3^- .  ^'-S  '-Sj.  to  erg^e  in  the  corr-.er- 
cial  production  of  vegetable  and  flower  "seed.     Since  S-ohe  3918  Mr. 
La^'zrence  has  hnd  charg.e  of  the  Sah .Francisco  office  cf  the  Seed 
Reporting  Service,  '  '  '  .  - 

Frank  H.  Lister,  Investigator , in  Marketing- Fruits  and  Vegetables 
resigned  effective  Decerpbsr' Ji^.  :1919»  to  e^ig^S^  "in  business  for  himself 
Mr,  Lister  had  responsible  'supervision  cf  the  Food  Products  Inspection 
Service  at  New  Orleans. 

Charles  C.,,  Ruth,  Assistant  in  Grain  Standardisation,  tendered 
his  resignation  effective  December  3I ,  .19^.9 ,  to  accept  a  place  as 
Assistant  Professor  of-i'a::m  Crops  3tz  the' Oregon  Agricult'UL'al  College. 
Since  January -19X7  Mr.  Ruth  has  been  in  cha.cge  of  the  gra.i.n  stai.dardi- 
zation  work  i|i  the  Pacific  Northwest  '.vith  head:i\xarters  at  Portland, 
Oregon. 

Wilber  M.  YJinter,  Specialist  in  Transportation,  resigned 
effective  October  7.  I9I9.    Mr.  !\'inter  has  been  on  furlough  since  J-jay 
1919  and  did  not  feel  that  his  condition  would  vyerrant  his  ret^oi-n  to 
our  work.    At  the  time  of  his  furlough  Mr.  'Winter  ^vas  employed  in  the 
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Washington  office  of  the  Transportation  Division,  assisting  in  the 
administration  of  tha-o  Bivision. 

1^ .     DESTnivATION  OF  IIEaD  CLEgK.  BR  AITCH  OF  OPKRA^'^ION 

Miss  E.  V.  Lang,  formerly  head,  clorlc  of  the  three  projects 
Grades  and  Standards,  Inspection  of  Peristia.ble  Foods,  and  Enforce- 
ment of  the  Standard  Container  Act,  has  been  transferred  from  the 
Fruit  and  Vegetable  Division  to  the  Branch  of  Operation  as  nead 
clerk. 


1 5  •     EP^BEMIC  HAI>]T:if;.AP  TO  BD'.i^EAU  WOPX 

The  present  epidem-ic  of  siclmess  in  Washington  has  been  a 
severe  handicap  to  the  work  of  the  E-area-j..    Dv.rxr.g  the  past  two 
weeks  the  absentees,  because  of  ij.lness,  ha.ve  averaged  75  daily. 
This  number  has  included  fo\u-  project  leaders  and  three  section 
heads.     licv/over ,  all  of  the  cases  except  one  thus  far  rejjorted  ap- 
pear to  be  mdld  ones. 


l6 .     A?POi:?-T0-:[v!ET^T  OF  CPriEF  FC2  T'lS  BIJPEAU  OF  MArJIETS 

Mr.  Livingston,  vrho  has  been  Acting  Chief  of  the  Bureau  of 
Markets  since  Mr,  Brand's  resignation  upon  J-ane  ^0,  1919)  been 
appointed  Chief  of  the  Bioreau  of  Markets  effective  January  27,  I92O, 


Chief  of  Bureau. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTUR^ 


lUREAU  OF  MARKETS 
WASHINGTON,  D.  C. 


INJ'OBMATION  CIRCULAR  VOL.  II,  No,  I5. 


February  27,  I92O, 


1 .    lim  SECRETARY  OF  AGRICULTURE 


Mr.  E.  T.  Meredith  of  Des  Moines,  Io7;a, was  appointed 
Secretary  of  Agrictiltiire ,  February  2,  I919  to  fill  the  vacancy 
caused  by  Mr.  D.  F.  Houston's  nomina-tion  as  Secretary  of  the 
Treasury , 


2.    DEATH  OF  PROF.  C.  W.  THOMPSON 

Prof.  C,  W.  Thompson  died  of  pne\3monia  February  2,  I92O, 
after  a  brief  illness.     He  was  born  November  21,  1379  at  Evansville, 
Minnesota;  received  the  degree  of  B.  A.  from  the  University  of  South 
Dakota  in  I9O3  and  the  degree  of  M.  A.  from  Harvard  in  I90U,  and 
.served  as  professor  of  Economics  and  Sociologjr  in  the  Universities 
of  South  Dakota  and  Minnesota  from.  I9O5  to  I913. 

During  I913  and  the  early  part  of  191^,  Professor  Thompson 
served  as  collaborator  in  our  service  and  on  August  1,  iQl'-i-  ^:as  ap- 
pointed Specialist  in  Rural  Organization  --/ork.     Throughout  his  con- 
nection v/ith  this  Sureau  he  was  associated  v/ith  our  cooperative 
purchasing,  m.arketing  and  rural  organization  activities,  and  at  the 
time  of  his  death  was  in  charge  of  the  Division  of  Cooperative 
Marketing,  which  included  the  projects  Cooperative  Purchasing  and 
Marketing,  State  Cooperation  in  Marketing  and  Mai-ket  Business  Prac- 
tice.   The  success  which  attended  our  efforts  along  these  lines  may 
be  attributed  in  a  large  measure  to  Professor  Thom^pson's  personal 
ability  and  untiring  industry,  and  it  is  felt  that  his  death  is  a 
distinct  loss  not  only  to  our  organization,  but  to  the  interests  of 
the  nation  as  a  whole. 


3,     TELEPHONE  BILLS 

Item  12  of  Information  Circular  Vol.  IT,  No.  3>  issued  Augus 
15,  1919.  states  that  telephone  bills  incurred  under  formal  contracts 
signed  by  the  Secretary  or  Acting  Secretary  should  be  charged  against 
the  contract  itself.     The  Section  of  Supplies  and  Accounts,  however, 
has  found  it  impracticable  to  charge  these  bills  against  the  contract 
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for  the  reason  that  the  tills  vary  from  month  to  !!:onth  and  a  definite 
liability  ca^nnot  be  set  up  in  advancs.  In  the  V7asnlngton  P-cccurxts , 
therefore,  a?.l  toleph'-na  bills  hare  been  charged  agair.ct  letters  of 
authoriza.tion  irrczjj'acti'ri-a  of  whether  inc-'orred  -undev  a  fo^'nai  or  in- 
formal contract.  Accordingly,  it  is  necessary  to  ^eni  trie  item  in 
question  so  as  to  confor.'in  to  accounting  practice.  This  action  vTill 
affect  telephone  bills  incurred  since  July  1,  1915- 

k.     ADDEESS  ON  SALMY  AM)  HETTvBURSB.g^Tr  VOUCHERS 

^Hr .  Zappone,  Chief  of  the  Division  of  Accoijaits  and  Disburse- 
ments of  the  Department,  has  v/ritten  the  Bureau  zander  date  of  January 
29,  1920,  as  follows: 

"On  account  of  the  fact  that  several  checks  sent  throv-^^h 
the  department  mail  by  messenger  ha-^'^e  f?.llen  into  inrprcp-jr  h^nds 
and  ^vere  forged  and  c?.shed,  it  has  byeeo  ireraed  wise,  bo^inning 
xvith  February  1,  to  diiicontinue  the  practice  of  sc^odin^  chooki; 
through  the  department  mail.     In  oil  cases,   tlierf.f o;."e ,  where  the 
address  of  the  employee  is  named  on  the  voucher  as  in  care  of 
the  b-'orea.u  the  check  wi31  be  held  at  the  cashier's  windrw  and  a 
card  sent  to  the  employee,  notifying  him  that  the  checlt  is  ready 
for  delivery.     The  employee,  upon  receipt  of  the  card,  can  either 
call  in  person  for  the  checlr  or  return  the  c3^d  by  messenger? 
indicating  in  the  space  provided  for  that  purpcae  tliat  lie  -rishes 
the  check  turned  over  to  the  messenger  givv.rig  bis  :icme.     In  case 
employees  do  not  wish  to  call  at  the  cashier's  7n.n'i.:.w  or  send  a 
messenger  for  the  check,  their  hom.e  address  should  be  cta-;ed  on 
the  voucher  and  check  ^^11  'ce  mailed  accordinrjiy .     It  is  believed 
that  the  last-named  plan  would  probably  be  the  more  desirable. 
Anything  you  can  do  to  reduce  the  n\imber  of  vouchers  shovrLng  the 
address  of  the  employee  as  in  care  of  the  Bureau  v.'illbe  appre- 
ciated. " 

An  effort  should  be  made  by  employees  of  the  Bureau  to  comply 
with  Mr.  Zappone '  s  request.     Whenever  possible  the  adf.cc-ss  of  an  enjloyee 
appearing  on  a  salary  or  reimbursement  voucher  should  be  the  home  address, 
and  not  in  care  of  the  Bureau.     This  item  applies  to  employees  in  the 
Washington  office  only. 

5.     TRACING  LOPT  SHTPHT^y^S 

Item  2  of  Iri*ormation  Circ-olar  Vol.  II,  No.  1h,  issued  Februairy 

9,  1920,  is  hereby  amended  to  read  as  follo^vs: 

It  frequent.ly  happens  that  messages  are  received  frcan 
points  in  the  field,  to  which  freight  or  express  shipments 
have  been  made,  stating  that  the  consignment  has  not  been  re- 
ceived and  that  a  tracer  has  been  started  from  the  receiving 
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end  and  requesting  tha-:  a  tracer  also  "be  sent,  out  from  the- ship- 
ping point.     Attention  is  called  to  the  fact  that  it  is  a  waste 
of  tiir.e  and  effort  and  involves  fruitless  t^'ouoie  for  employees 
of  transportation  corr-panies  to  atteniXjt  to  trace  lost  shipraents 
frora  the  receiving  end.     The  logical  place  from  v/hich  t'o  "begin 
to  trace  such  a  shipment  is  from  the  shipping  point  and  this  is 
the  only  method  "by  'vhich  any  effective  results  can  "be  secured. 

Whenever  it  is  necessary  to  trace  a  shipment  advise  the 
project  head  clerk  in  Washington  giving  him  the  date  of  the 
.  .shipment,  place  from,  -^h-ich  shipped,  num'ber  and  kind  of  a.r tides, 
total  weight,  the  name  of  the  road  by  which  it  was  forwa,rded. 
the  nam.e  of  the  consignee,  and  the  routing  if  the  Bill  of  Lading 
shows  any.     The  project  head,  clerk  will  refer  such  cases  to  the 
Transportation  Division,  for  handling,  advising  whether  the 
tracer  is  to  be  handled  by  letter  or  wire,  and  if  by  wire,  the 
account  to  vjiiich  the  expense  is  to  be  charged,  The'Transporta- 
tion  Division  is  prepared  to  handle  matters  of  this  kind  ivith 
greater  despatch  and  much  more  effectively  tha.n  other  divisions 
and  should  be  consulted  in.  all  cases  where  advice  of  any  kind 
is  desired  on  enj  trsnspor.tation  matter . 

6 .     USE  OF  PERSONAL  CKARGS  CARD  FORM-  BM-gS 

There  are  items  of  property'"  which  are  .chargeable  directly  to 
an  employee  and  which  may  or  may  not  be  included  on  t"he  regijlar  inven- 
tory records  of  the  office.     It  is  essentipvl  for  the  head  clerk  of  the 
division,  project  or  branch  office  tc  know  at  all  times  \That  these 
articles  are  and  tc  see  thiat  triey  are  properly  accounted  for  when  the 
employee  leaves  the  Bureau.     ''See  Information  Circulax  "Vol.  II,  Ho,  3» 
Itemx  2.)    Such  property  includes  books,  ca-meras ,  type^rriters ,  passes, 
card  cases,  f o-untain  pens ,  brief  cases,  etc.     This  kind  of  equipment 
is  usually  assigned  to  an  employee  to  be  retained  as  long  as  he  is  con- 
nected with  the  division,  project  or  office  and  must  be  accounted  for 
by  himi  personally  at  some  definite  time.     For  the  convenience  of  the 
head  clerks  in  keeping  aji  accurate  record  of  such  property  a  special 
card,  Form  BM-SS  has  been  devised  and  is  now  in  stock.     The  articles 
of  property  are  to  be  listed  individually  on  the  debit  side  of  the 
■  card  when  they  are  charged  to  the  employee  and  credit  entry  m.ade  op- 
posite when  the  articles  are  returned  or  disposed  of.     An  am-)loyee 
should  report  imm.edi.?,tely  to  the  head  clerk  any  transfer  tlia.t  may  tcJr.e 
plcice  in  order  -chat  due  credit  may  be  maAe  on  his  or  her  charge  card. 

7  .     COMML^TI CATIONS  REGARDING  UNDELI'/SRED  PURCHASE  ORDERS  ' 

Purchase  orders  are  issued  by  the  Section  of  Supprldes  and 
Accounts  in  accordance  with  subrequests  drawn  by  the- d.L  vis  ions .     The  - 
order  thereafter  is  a. Supply  Section  matter  and  any. action  which  the 
division  later  desires  to  take  up  with  the  contractor  to  expedite 
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delivery,  cancel  the  order  or  in  any  v;ay  change  its  ter^iS ,  should  be 
handled  through  the  Bureau  Property  Clerlr  rather  than  "by  independent 
action  on  the  part  of  the  division  itself.    Any  conrrunication  received 
"by  a  branch  office  from  a  vendor  regarding  a  purchase  order  should  be 
referred  iimnediately  to  the  Washington  office  of '  the  Division  ^hich 
in  turn  vtxII  take  the  matter  up  with  the  Supply  Section.     This  will 
centralize  in  the  proper  office  operating  matters  concerning  purchase 
of  supplies  and  should  eliminate  the  corifusion  that  has  been  occasioned 
by  branch  offices  coinmuni eating  directly  with  vendors  after  purch.ase 
orders  hai^e  been  issued. 

S.     HAY.  FEED  A^ip  SIIED  DIVISION 

The  Hay,  Peed  and  Seed  Division  h-as  been  created,  to  include 
the  projects  Seed  f^arketing  Investigations,  Hay  and  Feed  !.larketing 
Investigations,  Hay  Star.dardization  investigations,  IJarket  Rc-portirig 
Service  on  Seeds,  Hay  and  Feed,  and  Hay  Inspection  Service.    Mr.  T^.  A. 
T^eeler  is  in  charge  of  this  division  and  the  leadiirs  of  the  projects 
mentioned  report  directly  to  him.    Mr.  M.  H.  Hess  has  been  designated 
head  clerk  of  the  division. 


9 .     OBDEP.ING  OF  MIMEOCgJLPH  PAPER  MP  MANILA  Eir^^OPFS 

Since  the  paper  mills  are  laving  difficulty  in  making  prompt 
shipments  on  orders  of  mimeograph  paper  and  manila  envelopes,  it  ^rill 
be  necessary  for  the  Bureau  to  place  orders  for  material  of  this  kind 
well  in  advance.     It  is  desired,  if  possible,  that  branch  offices  for- 
mrd  reciuisitions  covering  these  items  at  least  QO  days  before  the 
present  stocks  become  exhausted. 


10.  ADDITION  OF  NA^^S  TO  ?.1AILING  LISTS 

Care  should  be  taken  to  carefully  check  o\ar  methods  of  adding 
names  to  the  mailing  lists.    No  name  should  be  put  on  any  mailing  list 
^anless  it  is  laionTi  definitely  and  positively  who  the  addressee  is,  what 
kind  of  reports  or  literature  would  interest  him,  and  the  source  from 
which  the  address  is  secured.     This  information,  or  the  essential  parts 
of  it,  should  be  a  matter  of  record  and  readily  accessible. 

11.  PAPER  CLIPS 

■Washington  offices  of  the  Bureau  1-javing  surplus  stocks  of  use 
paper  clips  should  send  them  each  week  to  the  Section' of  Mails  ar^  File 
If  this  is  not  done,  mar^-  of  the  offices  will  collect  :;u3nti ties'  of 
these  clips  for  which  they  v.dll  have  no  immediate  use,  and  the  Section 
of  Mails  and  Files  will  be  obliged  continually  to  order  large  supplies 
of  new  ones. 
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12.     COOPERATIVE  RljffiKBTING  WOBK 

Pending  the  selection  of  a,  successor  t'o  Mr.  Thompson,  Mr. 
Elsworth  will  act  in  charge  of  the  State  Cooperation  in  Marketing  work 
and  Mr.  Jesness  will  act  in  charge  of  the  project,  Cooperative  Purchas 
ing  and  Marketing.     Since  the  staff  of  the  Market  Business  Practice  ■ 
vail  he  utilized  in  connection  with  the  Pood  Supply  Investigations, 
Mr.  Swarthout  will  report  for  the  present  directly  to  Mr.  Marshall. 
Mr.  Morales  will  continue  to  handle  the  clerical  work  of  the  division. 

13-    BOiOD  OF  SmVEYS  MP  MAPS  OP  THE  FEBBR.4L  GOVERI:#,!ENT 

In  order  to  coordinate  the  activioies  of  the  va.rious  map- 
making  agencies  of  the  Executive  Departments  of  the  G-overnment ,  to 
standardize  results,  and  to  8-void  unnecessary  duplication -of  work,  the 
President  has  constituted  a  Board  of  Sirrveys  and  Maps,  to  be  composed 
of  one  representative  of  each  of  the  following  organizations: 

1.  Corps  of  Engineers,  U.  S.  Army. 

2.  U.  S.  Coast  &  Geodetic  Survey,  Department  of  Commerce. 
3'  S,  Geological  Survey,  Department  of  Interior. 

h.  General  Land  Office,  Department  of  Interior. 

5-  Topography  Branch,  Post  Office  Departm.ent. 

6.  Bureau  of  Soils,  Department  of  Agric^alture . 

.7.  U.  S.  Reclamation  Service,  Department  of  Interior. 

S.  Bureau  of  Public  Roads,  Departm.ent  of  Agriculture. 

9.  Bureau  of  Indian  Affairs,  Departm.ent  of  Interior. 

10.  MississipiJi  River  Commission,  War  Department. 

11.  U.  S.  Lake  Survey,  War  Department. 

12.  International  (Canadian)  Boundary  Commiission. 

Department  of  State. 

13.  Forest  Service,  Department  of  Agriculture. 
1^4-.  U.  S.  Hydrographic  Office,  Navy  Department, 

The  representatives  of  the  Department  of  Agricult-'ore  on  this 

board  are: 

Bureau  of  Soils  -  C.  F.  Mar  but ,  Member, 

G.  W.  Baumann,  Alternate. 
Bureau  of  Public  Roads  -CD.  Curtis,  Mem.ber, 

H.  L.  Bowlby,  Alternate.  - 
Forest  Service  -  0.  C.  Merrill,  Mem.ber, 

'  F,  E.  Bonner,  Alternate. 

We  are  informed  that  the  board  will  make  recommendations  to 
the  several  Departments  for  the  coordination  of  the  map-making  and 
surveying  activities  of  the  Government  and  the  settlement  of  all  q.ues- 
tions  betiveen  Executive  Departments  relating  to  these  activities,  and 
will  establish  a  central  information  office  in  the  Geological  Survey 
where  information  will  be  available  concerning  map  and  survey  data. 
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Shomd  occasion  ariss  the  Bureau  ma^^  feel  free  to  inaiie  fy^i-l^  _ 
use  of  this  "board  as  an  advisorj-  "cod"  a^^d  officers  of  the  Bijreau  sho-Ia 
furnish  any  av-ailable  information  or  data  ':7hen  called  upon  "by  the  board. 

.lU,    DSLIVERIN5  PACK.\5ES  IITTRA-EUSH'^U 

The  Addressing  and  ..hiplicating  Section  calls  attention  to  the 
fact  that  in  rnany  instances  packages  sent  from  other  offices  cf  the 
Bureau  are  left  on  desks  in  ohat  section  ~v-ithout  inioroation  or  ciirec- 
tions.    All  packages  given  to  messengers  for  delivery  to  other  offices 
of  the  B-areau  nust  shov;  fror.o  T/hon  they  coxae  and  v<hat  a^ition  is  ^desired. 
They  should  be  delivered  to  some  responsible  person  arJ.  not  left  on  a 
vacant  desk  or  on  the  flocr.     Partic^olar  care  should  be  taken  in  the 
delivery  of  packages  tofae  Addressing  and  I>«aplicating  Section  and  the 
Section  of  Supplies  arid  -■' -cco-unts . 

15.    US^  C?  FJT.EAU  T5U'">i:S  IH  CITIES  OUTSIDE  0?  T7^-Sin?TGTCN  FOR  DS.IVZF-Y 
OF  PACEAGIIS  ~~  - 

A  large  n-orber  of  vouchers  for  dra^'Uge  recently  have  been 
received  froni  branch  offices  having  auton)oblle  trucks.     It  is  possible 
that  a  material  saving  could  be  effected  if,  ^vhenever  practicable,  the 
bureau  trucks  nere  -^sed  for  the  transportation  of  packages. 


16.    CL55ICAI.  Em  ^iElTCY  CO?.?v!ITTEE 

The  Secretarj--  has  designated  the  follo\ving  officers  s.3 
members  cf  the  Clerical  Efficiency  Conrnttee  of  the  Bureau  for  the 
term  ending  J^one  3O,  I32O: 

R.  V.  Bailey,  Chairman 
L.  3.  Flohr' 
R.  C.  Potts 


17.    USE  OF  ADDING  MACEI11E3 

The  Washington  office  has  received  a  letter  from  Mr.  George 
A.  Bentley,  Assistant  Sales  Agent  of  the  Dalton  Adding  iv^a^hine  Cccrpacy 
in  this  oity,  in  -vhich  the  offer  is  made  to  teach  operators  hc-.r  tc 
handle  their  machines  efficiently,  particularly  ho-v  tc  subtract,  multi 
ply  and  do  other  computing  -^rk.     It  is  suggested  that  head  clerks  of 
divisions  having  emplo5'-ees  v7ho  are  engaged  in  the  operation  of  aacing 
machines  manufactured  by  this  com.pany  and  ^rho  are  not  entirely  fami^i=i^ 
with  them  should  coinirunicate  rrlth  the  local  office  of  the  company  anc. 
req,uest  that  an  instructor  call. 
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Branch  of-fices  leaving  adding  machines  of  any  make,  in  cases 
where  the  operators  are  not  thoroiighiy  acquainted  with  all  of  the 
features  of  the  m-achine,  should  arrange  to  have  the  local  sales  agents 
of  the  particular  machine  instruct  the  operator  as  to  its  correct- 
usage.     It  is  believed  that  any  of  the  adding  machine  companies  \vill 
do  this . 


IS.    PERSOIMEL  NOTES 

,  -Additions,  Month  Ending  February  15,1920. 

Theodore  E.  Smdth,  Assistant  in  Cotton  Classing,  William  I. 
Holt,  Specialist  in  Cotton  Classing,  and  William  G.  Blair,  Assistant 
in  Cotton  Testing,  have  been  added  to  the  force  of  our  Cotton  Section. 
All  of  these  gentlemen  have  had  extensive  e^cperience  in  cotton  \vork, 
Messrs.  Holt  and  Smith  having  been  employed  'oj-  large  cotton  finns  in 
the  South,  and  Mr.  Blair  engaged  in  educa-tional  work,  in  cotton  lines. 
Mr.  Holt  will  be  a  member  of  the  New  Orleans  Board  of  Cotton  Examiners, 
while  Mr.  Blair  and  Mr.  Smith  -vill  be  assigned  to  the  Washington  office. 

William  R.  Porter  and  Charles  M.  White  have  been  appointed 
Agents  in  Marketing.    They  will  be  engaged  in  the  cooperative  v;ork 
being  conducted  in  North  Dakota  and  Maine,  respectively,    Mr.  Porter 
has  been  Superintendent  of  the  North  Dakota- State  Demonstration  Earms, 
and  Mr.  '^'hite  has  for  a  number  of  years  been  a  prominent  figure  in  the 
agricultural  activities  of  the  State  of  Ivlaine. 

Ober  Or.  Strauss  and  Pial  C.  Rose  have  received  appointments 
as  Pood  Products  Inspector,  with, headquarters  at  Chicago  and  Washington, 
respectively..    Mr.  Strauss  has  been  engaged  in  fruits  and  vegetables 
work  since  I9I2.    Mr.  Rose  has  had  broad  experience  in  educational  and 
experimental  work  along  the  lines  of  botany,  plant  pathology,  and  re- 
lated branches,  . 

John  H.  Ruff  has  been  reinstated  in  our  Live  Stock  and  Meats 
project,  as  Assistant  Live  Stock  Market  Supervisor,  for  service  at 
Omaha.     In  addition  to  service  in  this  Bureau  during  1919  >  ^^^v .  rbiff 
has  had  outside  experience  in  the  live  stock  business,  having  been  in 
business  for  himself  and  also  having  handled  cattle  on  the  range. 

Samuel  J.  Dennis  has  been  reinstated  to  his  former  position 
as  Refrigeration  Technologist.     Prior  to  his  resignation  in  July,  19^9 ? 
Mr,  Dennis  had  served  thirteen  years  in  refrigeration  work  in  this 
Department,  in  the  Bureaus  of  Plant  Industrj^  and  Markets. 

-Separations,  Month  Ending  February  15,1920. 

Erank  W.  Allen,  Assistant  Hortfculturist ,  tendered  his  resig- 
nation effective  January  11,  I92O,  to  accept  a  position  as  Assistant 


_g_  .  -  Inf.  uir..  "Vol.  II,  '^^o.  1^. 

Professor  of  homology,  University  of  Calif ornia,  •  at  a  salary  of  $26O0 
per-arjn-uK.    Mr.  Allen  has  "been  conducting  f rait , handling  and  storage 
inves.tigations- in  the  Pacific  Northwest 

•Ralph  W.  Green who  had  charge  of  . the  information  sqrvice  of 
this  Bureau,  resigned  effective  January  31,  I32O,  to  accept  a  position 
as  Agricultural  Editor,  Extension  Service,  North  Caroliria  College  of 
Agriculture  and  Engineering,  at  a  salary  of  $2500  per  arjiuip.  _ . 

William  0.  TThitcomb,  Investigator  in  Seed  Marketing,  tendered 
his  resignation  January  3I,  I92O,  to  accept  a  position,  as  Superintendent 
of  the  Grain  Laboratory  .at„ the; Montana' Experiment  Station,  at  a  salary 
of  $2760  per  annum.    Mr."  Whitcomb  had  d'oarge  of  our. -ilay  Ivlarketing 
Investigations  at  the  Minneapolis  branch  office. 

..  J.  Harold  Hoover Assistant  in  Marketing  Fruits  and  Vegetables, 
resigned  effective  January-  17,  I92O,  to  accept  a  position  with  a  large 
produce  commission-  house  at  a  salary  of  $2U-00  per  .annum.-    lir .  Hoover 
had  charge  of  the  Kansas  City  Office  of  our  Food  Products  Inspection 
Service . 

Lorenzo  B,  Mann,  Scientific  Assistant  in  Ivlarketing  Live  Stock 
and  Anim-al  Products,  tendered  his  resignation  effective  January  3,  .1?20, 
to  accept  a  position  v/ith  the  University  of  Missouri,  which  ^vill  pay 
$125  a  month  and  enable  him  to  operate  his  farm  near  Colizr.bia,  Missouri. 
Mr.  Mann  ^/vas  assigned  to  the  Chicago  office  of  our  Live  Stock  and  Meats 
project.  - 

Arthur  S.  Tfarner ,  Assistant  in  Market  Business  Practice  ''grade 
2),  resigned  effective  January  Jl,  I52O,  to  accept  a  cocnercial  position 
at  $2^00  psr.ann-um.    Mr.  Warner  was  emplSyed'at  the  VTashington  office 
of  the  Marketing  Live  Stock  and  Meats  project ,  examining' the  accounts 
of  licensees  and  compiling  data  therefrom.  ■  . 

19.    MI^/IEO GRAPH  REPORTS 

An  exaiTiihation  of  Daily  Market  Reports  issued  by  the  Bureau 
during  the  past'  t^/o  months  show  the,  f  ollo'ving  ratings  as  -  to' appear ^^nce 
of  mim.eograph  work  and  Quality  of  s.tencil  cutting.    The  ■  f olio-.v-ing 
points  were  considered  in  connection  with  ihe  mimeograph  work:  Distri- 
bution of  ink,  cleanliness  of  machine,  placing  of  stencil  on  mac^'J.ne, 
care  or  negligence  of  operator,  etc.     In  rating  the  stencil  work,  • 
sharpness  of  type,  alignment,  evenness  of  touch,' manner  of  making  cor- 
rections, presence  or  absence  of  strike-overs ,  and  centering  of  reports 
were  considered.  .         •       ,  ■  •  '  ' 
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Month  Ending  Jan.  IRth. 


Month  Ending  Feb.  I'oth. 


Mimeogra-oh  Work 


Mime  pgr  a-ph  T^ork 


Office 


Total 

Total  No. 

^'3-  Sten. Reports  Sten, 

Reports  Cut-  E:ca-  Cut- 

Exairiined  Excel . Good  Fair  Poor  ting  mined. Excel . Good  Fair  Poor  ting 


Boston,  (Joint) 
Chicago,   (F&V -Dairy) 
Chicago,  (L.S.) 
Cincinnati,  (F<S-,V) 
Cleveland,  (FiV) 
Detroit,  (F&V) 
Fond  da  Lac  (Da-irjO 
Greeley,  Col.  (F&V) 
llansas  City,  Mo.  (Fc^V) 
Kansas  City ,  Mo.  (L.S. 
Los  Angeles,  ''F&V) 
Minneapolis,  (Dairy) 
New  York,  (Joint) 
Omaha,  Neh.  (L.S.) 
Philadelphia,  (Joint) 
Pittsburg,  Pa.  ,  (F&V) 
Portland,  (F&V) 
Rochester,  (F&V) 
St.  Louis,  (F&V) 
St.  Louis,  (L.S.) 
St.  Paul,  (L.S.) 
San  Francisco,  (F&V) 
Grand  Rapids,  (F&V) 
Washingt on ,  D . 0.  ,  ( F&V ) 
%shington,  (Dairy) 
TOTi\L 

PERCENTAGE 


110 
^2 

S9 

2g 
25 
lb 

15 

)  29 

23 
23 
95 

>41 
101 

25 
17 
16 

'31 

hi 

3^ 
12 


IS 


^3 


9 


1 

1^4- 
52 

1 

0 

0 

k 

ITo  reports 


12 

13 
12 

7 

12 

9 


30 

12 
11 

k 

9 

10 
i+ 
2 


19 
20 

5 

6 

6 

9 

0 

0 


received. 


2 
6 
1 
22 

6 
Ui 
0 
0 

1 
1 

13 

0 


12 

13 
10 

35 
22 
40 


17 

3 

0 


13 
U 
10 
2i+ 
10 
14 

7 
3 

17 

17 

13 
6 

0 


2 

c 

lU 

3 

6 

13 
1 


0 


Good 

Good 

Good 

Excel 

Fair 

Poor 

Good 

Good 

Good 
Good 
Good 
Good 
Good 
Good 
Good 
Good 
Fair 
Fair 


110  IS 


ijooa 
Good 
Excel 


sU4  194  306 

100^7  23fo  36.2^ 


224  120 
26  .  2folU .  3^ 


76 

59 

.  dO 
41 

35 
22 
21 

53 
41 

27 
3S 
93 
44 

103 

51 

35 
42 
41 

39 

39 
42 

45 

37 
__32 

1276 


15 

2S 

3^ 
10 
2 

9 

9 

IS 
12 
14 
10 
40 

17 

46 
2 
3 

12 
11 
10 

15 
17 
22 

53 

r 

o 


43 

21 
20 
21 

l4 

15 
9 
7 

20 
16 
11 

15 
29 
12 

32 
S 
6 

20 
15 

xo 
20 
18 
24 

17 


436 
34.2/0 


44s 
35.1 


30 

25 
10 

5 

12 
13 

3 

X 
13 

9 
1 

9 

IS 
10 

20 

23 
5 
S 

10 

7 

7 
4 
4 

4 

_9. 
260 
fo20.4 


19  Good 
15  Good 
3  Good 
0  Excel. 
5  Good 
Fair 
Good 
Good 
Good 


5 
1 
4 
2 


4  Good 


1 

4 

6 

5 

5 


Good 
Good 
Good 
Good 

Good 


IS  Good 
21  Good 
2  Fair 
5  Good 
Good 
Good 
Good 
Good 
Excel. 


0  Good 


132 


fol0.3f- 


A  comparison  of  the  percentages  for  the  two  months  shows 
that  the  reports  are  improving  in  appearance.     However,  there  still 
is  room  for  further  imxprovement . 


Chief  of  B-ureau. 


U^3ITED  STATES  DEPARTMENT  OF  AGRICULTURE 
BUREAU  OF  MARKETS 
WASHINGTON.  D.  C. 

I  i 

I"aTK)EMATTO¥  GIECULjm  VOL.  II,  JJc .  iS 
February  2S,  I92O 
■   ihnendments  to  Hotel  Directory. 


ALAB.Am 


BIRMII^GHAM 


Hillman:      Eecoraaended  "by  a  lea.cling  autliorj-tj^  on  American 
hotels  as  adapted  to  the  needs  of  traveling  rejjresentatives  of  the 
Bureau  of  Markets.    Minimum  rate  $1-5^'  for  room  with  running  water 
and  telephone;  direct  street  car  line  to  depot;  centrally  located 
to  "business;  good  cuisine;  a  la  carte  service;  modern,  up-to-date. 
(January  21,  I92O) 

Florence:    Recommended  by  the  same  authority  as  the  Hillman, 
at  $2,50  per  diem,  for  room  and  bath.     It  is  old  time  in  constnAC- 
tion;  centrally  located;  corner  iSth  Street  and  Second  Avenue;  all 
rooms  have  hot  and  cold  running  water  \'vdth  telephone.     (January  21, 
1920) 

Reliance :    This  is  another  hotel  recommended  by  the  ssme 
authority  as  the  Hillman  and  Florence,  at  $2.50  per  diem  for  room 
and  bath,.    Located  at  26th  Street  and  5th  Avenue,  N.     It  is  not  as 
centrally  located  as  the  other  hotels,  but  the  upkeep  is  excellent 
and  service  good.     (January  21 ,  I920) 

Birmiingham  has  several  good  Greek  restaurants,  where  moderat 
priced  meals  can  be  obtained.     (January  21,  I92O) 

AREANSAS 


LITTLE  ROCK 


Canital :    Recosamended  by  a  leading  authority  on  ib:ierican 
hotels  as  adapted  to  the  needs  of  traveling  representatives  of  the 
Bureau  of  Markets.     This  is  a  good  hotel  v/ith  a  $2.00  minimum  rate, 
(January  21,  I92O) 


I 
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The  Gleason: 

The  Mahoney:    These  are  incl-aded  in  the  aoove  reconEiend-a^ion, 
as  comfortahle  old-type  hotels,  with  good  service.     (January  21,  I92O) 


CALIFOBIJIA 
LOS  AUCSLES 


Bosalyn;      Reconimended  "by  a  leading  authority  on  American 
hotels  as  adapted  to  the  needs  of  traveling  representatives  of  the 
Bureau  of  Markets.    Minini'jm  rate  $1.50  per  day.     It  has  an  e:cceilent 
low  price  table  d'hote  restaurant.     (January  21,  I92O) 

LapkersMn:      This  hotel  is  similarly  re  contended,  -.'ith  same 
prices.    Cenorally  located;  Broad^'sy  and  7th  Street.    A  hotel  of 
conifort-  and  service,  ^-dth  a  good  clientele.     All  rooaas  outside,  \7ith 
hot  and  cold  running  water,  and  telephone. 

Los  Angeles  has  many  excellent  hotels  -.vith  lo^  ta.riff  rates. 
(January  21,  I920) 


GEORGIA 
ATLANTA 


Winecoff  •■      Corner  Peachtree  and  Ellis  Streets.    This  is  a 
very  satisfactory  commercial  hotel  in  the  business  district.  T^ithin 
ten  minutes  walk  of  Bureau  of  Markets  branch  offices.    "Well  appointed; 
clean;^gocd  service;  fireproof.     I5C  rooms,  all  outside,  ■'dth  bath, 
at  $2.|50;  no  other  rate  except  for  s-oites.    Eates  for  laundry  and 
valet  service  very  reasonable.     Meals  can  ce  taken  in  hotel  with 
advantage;  breakfast  from  $.^+5  to  $1.00;  lunch ^  $.90;  dinner,  a  la 
carte.    Recommended  by  a  leading  authority  on  American  hotels. 
(February  5,  I92O) 


KENTUCKY 
LOUISVILLE 


Tyier:  Hecommended  by  a  leading  authority  on  American  hotels 
as  adapted  to  the  needs  of  traveling  representatives  of  the  Bureau  of 
Markets.    Corner  Jefferson  and  3rd  Streets,  mid^vay  between  and  within 
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three  bloclrs  of  center  cf  either  wholesale  or  retail  districts; 
modern;  liroproof.     (Jamiary  21,  I92O) 

H.'j-a-.-y  Wat t er s on :      Reconnnenied  'by-  the  same  authcrdty  as  the 
Tyler:  at  S^2,50  per  diern  for  room  and  "oath.    Located  on  Wc-lnut 
Street,  bGt\veen  -+th  and  5th  Streets:  modern;  firejproof ;  sex  vice  good. 
(Janaar;/  51,  1920) 

JiQuisim 

l^W  OKLEMS 

Gnjnewald :  '   Eecoramended  hy  a  leading  a.-athority  on  American 
hotels  as  adapted  to  the  needs  of  traveling  representatives  of  the 
Bureau  of  Markets.    Location;  123-127  Baronne  Street,    Ask  for  room 
in  annex.     (January  21,  I92C) 

MISSOURI 
KANSAS  CITY 

Savoy :      Hecommended  by  a  leading  authority  on  American  hotels 
as  adapted  to  the  needs  of  tra-veling  representatives  of  the  Bujreau 
of  Markets.    Location;  9"th  and  Central  Streets;  street  cars  to  Union 
Station;  well  furnished;  convenient  to  v/holesale  district;  cafe,  a 
feature  of  the  house.     (Januarj?-  21,  I92O) 

Westgate :      Hecommended ^by  the  sa-me  authority  as  the  Savoy. 
Located  at  the  Junction,  Main,  '^th  and  Delaware  Streets;  rates  $2.50; 
street  ca-r  service  direct  to  a/nd  from  station;  centrs21y  located; 
just  across  the  street  from  Supervision  office;  service  good;  well 
appointed;  small  hotel.    This  hotel  has  been  recommended  by  a  mrniber 
of  Bureau  of  Markets  men.     (January  21,  I92O) 

Sexton:      Located  on  12th,  between  Main  and  Baltimore  Streets; 
conveniently  located:  service  good;  rates,  without  bath  $2.00;  with, 
bath  $2.50.     (January  21,  1920) 

Dixon:      Location,  12th  and  Baltimore  Streets.     Service  good; 
centrally  located;  rate  $2.50.     (January  1,1920) 

ST.  LOUIS 

American :      Recon,mended  by  a  leading  authority  on  American 
hotels  as  adapted  to  the  needs  of  traveling  representatives  of  the 


B-areau  of  Markets.    Location;  Market,  oth  and  Jth  Streets:  centrally 
located;  Union  depot  cars  pass  the  door.     (January ,21 ,  1920) 

OMAEil 

Conant:    Located  at  iGth  and  Harney  Streets;  one-half  olock 
to  station  cars;  new,  fireproof;  c^-aiet;  clean,  a  la  carte  taole 
service.    Outside  rooni  mth  "bath  $2.50  pa:*  diein.     (Jan-oary  1,  ig20) 

Loyal :      Located  on  l6th  Street  "bet^veen  Capital  Avenae  and 
Davenport  Street.    Two  "blocks-  to  station  ca-rs,  and  cne  block  and  a 
ha,lf  to  Supervision  office;  q.uiet,  clean;  rates,  outside  roon  with 
hath  $2.00"     (January  5,  1Q20) 

Paxton:      Located  on  Corner  of  Far:iaii:  and  14th  Streets;  cen- 
trally located;  q-aiet,  clean;  rates,  outside  rcom  -.vith  hath  $2. SC. 
(January  5,  I92O) 

Rome :      Located  on  l6th  and  Jackson  Streets;  centrally  located: 
cafeteria  in  connection:  rate,  outside  roocis  'Tith  bath  $2.00.  Caters 
to  conrnercie.l  travelers.     (January  2S,  I92C) 

OKL.\HO'.!A 
OKLAam  CITY 

Lee  -  Huckins :      Kecormended  by  a  leading  authority  on  Ac:.eri- 
caxi  hotels  as  adapted  tc  the  needs  of  travelir."  representati"es  cf 
the  Bureau  of  Mexkets,    Location:    Corner  Erocui-:7ay  and  ?Iain  ^^treets, 
in  heart  of  city;  service  excellent,     f January  20,  I92C) 

OHIO 
CINCimiATI 

Havlin:      Ttecontnended  by  a  leading  authority  on  Acr.erican  hotels 
as  adapted  to  the  needs  cf  traveling  represent-atives  of  the  Bureau  cf 
Markets.    Location,  Vine  and  Opera  Place;  centrally  located;  fire- 
proof; all  outside  rDoins  have  running  i?i?ater  and  electric  fans. 
(January  1,  I920) 
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COLUWffiUS 

Colfmb-as  :      Recoirinsnded  by  a  leading  sathority  on  American 
hotels  as  adapted  to  the  needs  of  traveling  represent.?vtives  of  the 
Bureau  of  Markets.    Location,  Long  and  Fi:"th  Streets;  centrally 
locaced;  fireproof,  cars  fo-r  all  parts,  of  the  city  at  the  dqor. 

Southern:      This  hotel  is  recommended  h/  the  same  authority 
as  the  Columbus,  located  at  Main  and  High  Streets.     f January  1,  I920) 

PEMSYLVMIA 
PTTTSBUEGH 

Chatham :      Recommended  by  a  leading  authority  on  American 
hotels  as  adapted  to  the  needs  of  traveling  representatives  of  the 
Bureau  of  Markets.    Location;  i423  Penn  Avenue,  in  the  lower  business 
section  of  the  city,  convenient  to  all  down  to^vn  stores,  one  block 
from  Wabash  depot;  street  cars  available  for  practically  every  part 
of  the  city  and  all  depots.     (January  ?.l,  I920) 

TEITOESSES 
MEMPHIS  • 

Peabody :      Main  and  Monroe  Streets;  ver.y  centrally  locatea; 
reasonable  a  la  carte  service  and  modern  lunchroom,    '^ithin  five 
minutes  walk  of  Bureau  of  Markets  offices,  and  a,bout  six  or  eight 
minutes  ride  from  both  railroad  stations,  without  transfer.     5°  rooms, 
without  bath,  on  a  very  la,rge  court,  at  $2.00;  ?S  outside  rooms  with- 
out bath,  $2.50;  200  out  side  rooms  v^rith  bath,  from  $2.50  up.  Pecom- 
raended  by  a  leading  authority  on  American  hotels.     (February  11,  I'^P.O) 

NASHVILLE 

Maxwell:      At  Fourth  Avenu.e  and  Church  Street,  on  corner 
diagonally  opposite  the  Independent  T,ife  Building,  where  the  Federal 
Grain  Supervision  office  is  located.    Most  centrall;/  located  hotel 
in  the  city,  convenient  to  wholesale  district.    Every  room,  has  hot  and 
cold  running  water  and  telephone.     It  ha^s  200  rooms  in  all  and  such 
as  are  not  outside  rooms  open  upon  a  very  large  court,  as  wide  a-s  an 
ordinary  street.     70  rooms  are  without  bath  and  cost  from;  $1.25  to 
$2,00  per  day;  I30  room.s  h^ve  bath  and  range  from  $2.00  to  $3.00. 
The  furniture,  fittings,  etc. ,  are  old  and  not  very  well  kept  up. 
The  service  is  good  -  laundry,  valet,  etc.     The  cafe  serves  verjr  good 
food,  and,  for  a  hotel,  the  rates  are  reasonable.     Eecomrnended  by  a 
leading  authority  on  American  hotels,     (February  11,  I920) 
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DAL'LAS 

Jefferson :      Ee commended  oy  a  leading  aiithority  on  American 
hotels  as  adapted  to  the  needs  of  traveling  representatives.  Located 
opposite  Ne^.v  TerrairLal  Union  Station  and  City  Placa;  convenient  to 
retail  and  wholesale  sections.     (Jan'^ary  21,  I32C) 

FORT  WORTH 

Wesfbrook:      necoiimended  by  a  leading  authority  on  American 
hotels  as  adapted  to  thy  needs  of  traveling  representatives.  Cen- 
trally located;  mocern;  fireproof;  hot  and  cold  njinriing  water  and 
telephone  in  each  room.     (January  21.  1Q20) 

HOUSTON 

Cotton:      Recoirmended  oy  a  leading  a-uthcritj/  on  An:erican 
hotels  as  adapted  to  the  needs  of  traveling  representatives.  Flat 
rate,  $2.00,  with  private  bath;  centrally  located.     (January  21,  I020) 

GALVESTON 

Tremont :      Kecomnended  hy  a  leading  authority  on  American 
hotels  as  adapted  to  the  needs  of  traveling  representatives.  Th:-ee 
"blocks  from  Union  Station;  convenient  location.     (January  21,  19^0) 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

BUREAU  OF  MARKETS 
WASHINGTON.  D.  C. 


INPOEMATION  CIRCULAR  VOL.  II,  NO.  IJ , 
March  27,  I92O. 


1.  APPOINTMENT  OF  MR.  MONTGOMERY  AS  ASSISTAITT  TO  CHIEF  OF  BUREAU 

Mr.  Edward  G-.  Montgomery  has  been  appointed  Assistant  to 
Chief  of  Bioreati,  effective  March  16,  i920.    Mr.  Montgomery  will 
assist  in  the  general  administration  of  the  Bureau  work  and  policil*, 
and  will  give  particular  attention  to  our  Foreign  Marketing  project, 
studying  and  analyzing  this  phase  of  our  activities  with  a  view  to 
developing  it  along  the  most  efficient  lines  possible.    Mr.  Mont- 
gomery received  the  degree  of  B.  S.  from  the  University  of  Nebraska 
in  1906,  and  the  degree  of  M.  A.  in  1909'    He  served  as  Professor 
of  Experimental  Agronomy  at  the  University  of  Nebraslsa  from  I906  to 
1911,  and  since  I912  has  served  as  Professor  of  Farm  Crops  at 
Cornell  University.    He  is  the  author  of  a  number  of  publications 
issued  by  the  institutions  with  which  he  has  been  associated. 

2.  UNUSED  FURNITURE  AND  EQUIPMENT 

It  has  been  noted  that  there  is  a  considerable  q-uantity  of 
tinused  furniture  and  equipment  in  some  of  the  Washington  offices, 
particiilarly  in  the  Bieber  Building.    Head  clerks  of  divisions  and 
projects  shoTild  immediately  advise  the  Bureau  Property  Clerk  of  ail 
such  xsraised  property  in  their  offices  so  that  the  material  can  be 
turned  over  to  him  for  disposition  where  needed.    It  is  essential 
that  the  space  be  used  for  office  purposes  and  not  for  storage. 
Desks  and  other  furniture  and  equipment  for  which  there  is  no  present 
need  should  not  be  held  in  expectancy  of  a  future  increase  in  force. 

3.  PROPERTY  STORED  IN  CITIES  OUTSIDE  OF  WASHINQTOy 

The  head  clerks  of  projects  having  property  aid.  equipment 
stored  in  cities  outside  of  Washington  should  advise  the  Administra- 
tive Assistant  in  Charge  of  Operation  before  April  15,  on  the  follow-^ 
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ing  points,  making  a  separate  report  on  each  lot  of  property  stored: 

1.  Project 

2.  Place  stored,  shovd.ng  city  and  building  address 
3-  Date  placed  in  storage. 

ITame  of  person  or  concern  responsible  for  care 

5.  Aether  crated  and  packed  or  not 

6.  Storage  charge,  if  any 

7-  If  in  Federal  B-ailding,  whether  property  is  actually 
in  storage  or  v\;hether  it  is  loaned  to  other  Govern- 
ment establishments 

8.  Property  stored,  follo^ving  Bureau  Inventory  List 


U.    BRANCH  OFFICE  PERSOIIMEL  RECOBDS 

The  Ci_uestion  recently  has  been  raised  at  a  nurr.ber  of  branch 
offices  as  to  the  bsst  practice  in  handling  personnel  records  v;hen 
an  employe    is  transferred  from  one  branch  office  to  another.  It 
has  been  decided  tha,t  the  BM-76  card  should  remain  at  the  office 
from  v/hich  the  employe  is  transferred,  but  a  copy  should  be  made 
on  another  BM-7o  and  forwarded  to  the  second  office  together  with 
the  employe's  personnel  folder.     A  record  should  be  made  in  the 
files  of  the  first  office  to  show  when  and  where  the  folder  -.vas  for- 
warded . 


5  ■     COPY  OF  FORM  ^  VOrCHER  TO  BE  Pj:TAINEr  IN  BRAJMCH  OFFICE  FILES 

It  is  noted  that  a  nur.ber  of  the  branch  offices  are  keeping 
copies  of  Form  5  vouchers  submitted  to  "Washington,  seme  of  the 
copies  being  on  plain  paper  and  others  on  duplicate  vouchers.  Other 
branch  offices  are  net  retaining  copies  at  all.     It  is  believed  that 
the  retention  of  thess  copies  is  ver>-  helpful  and  that  the  practice 
should  be  uniform  throughout  the  field.     It  is  desired  that  branch 
offices  retain  in  the  files  a  copy  of  each  Form  5  voucher  trans- 
mitted to  Washington.    This  copy  may  be  a  carbon  or  duplicate  but 
should  be  made  upon  a  plain  sheet  of  paper.     If  the  copy  is  made 
upon  another  Form  5  voucher  there  is  a  possibility  of  the  duplicate 
being  sent  to  Washington  and  uni-.ecessary  action  being  taken  upon  it. 
The  copies  in  all  cases  should  show  the  date  upon  which  the  voucher 
is  sent  to  the  dealer  and  the  date  upon  v;hich  the  voucher  is  for- 
warded to  Washington.    This  procedure  sho^ald  eliminate  duplication 
of  items. 
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6 .     HJBEAU  MEMORAITOA  TO  BE  ON  FILE  IN  BRMCH  0?gIGES 

It  appears  that  the  "branch  office  files  of  the  Bureau  orders, 
including  Bureau,  Field  Station  and  Branch  Office  Memoranda,  and 
Information  Circulars  are  incomplete  in  many  causes.     The  following 
memoranda  and  circula,rs  should  he  on  file  in  each  "branch  officer 

Bureau  Memoranda: 


Nos 

Nos. 

Nos. 

0 

Nos. 

11 

S3 

152 

191 

12 

15^ 

19 l-Amendraent 

20 

156 

19^ 

31-Revised 

S9 

160 

195 

33 

93 

161 

196 

95-Revised 

163 

U6 

9S 

165 

52 

109 

Ib5-Supplement 

53 

Ilk 

167 

117 

i6g 

55 

lis 

171 

60 

122 

1 7 1 - Suppl ement 

62 

125 

173 

63 

127 

174 

65 

129 

17s 

67 

131 

179 

6s 

132-Revised 

ISO 

69 

137 

Igl-Revised 

70 

IU6  ■ 

1S2 

72 

lUg 

ish  . 

7^ 

150-RevisGd 

1S7 

75 

151 

lg9 

FTfild  St.ati nn  and  Branch  Office 

Memoranda: 

Nos. 

Nos . 

Nos . 

1 

■  •  g 

17 

23 

2  ■ 

•  .  11 

Ig 

2U 

3 

12 

19 

25 

Ik 

•  20 

26 

5 

15 

21 

6 

16 

22 
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Information  Circalar  -  Corn'olete  file: 

Vol.  T  -  Nos.  1  -  2U- 

(Nos.  6  and  l6  -  Bureau  Directories  -  are  obsolete.) 

Vol, II  -  Nos.  1  to  current  issue. 

Head  clerks  of  branch  offices  should  check  their  order  files 
to  be  assured  that  thay  include  the  pahlications  sho^  acove.  If 
any  of  these  memoranda  are  missing,  they  will  be  furnished  upon 
reqiaest  by  the  Administrative  Assistant  in  Ch.arge  of  Operation. 

7.    AMENDMTS  TO  Br?.3AU  IMEITTORY  LIST 
Additions: 

« 

Baskets,  desk,  wire  and  wicker 

Eaf^kets ,  'v^aste 

Eoaxdr, ,  file,  arch  and  clip 

Removals: 

Aprons ,  laboratory 
Aprons,  work  • 

Changes : 

Substitute: 

Trays ,  desk 

for 

IVays ,  desk  for  cap-size  paper 
Trays,  desk  for  letter-size  paper 

g .    LEAVE  07  ABSMCE  FOR  ^ro^BEP.S  OF  FLEET  NAVAL  KFSER^  ^ 

The  Solicitor  of  the  Department  has  ruled  that  members  of 
the  Fleet  Naval  Reserve  ordered  out  in  connection  with  maneuvers 
are  not  entitled  to  military  leave  but ,  to  cover  su.ch  j.bsence  from 
the  Department,  m.ay  be  granted  annual  leave  with  pay  v/ithin  legail 
limitations,  that  is,  thirty  days  in  ^asliington  and  fifteen  days  in 
the  field,  or  may  be  granted  leave  without  pay. 
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9-  HEAD^  CLEEE:  live  stock  DTVT?^TnW 

Mr.  W.  J,  Hsckman  has  been  designated  head  clerk  of  the 
Live  Stock  Division,  succeeding  Mr.  C.  D.  Ashmore,    Mr.  Heckman 
was  formerly  property  clerk  of  the  Live  Stock  Division. 


10.  S3RIAL  MJMBE'RS  TO  m  SHOWN  ON  INVENTORIES  ' 

Serial  n-umbers  of  mechanical  equipment  should  he  shown  on 
all  inventory  records.     The  following  machines  have  serial  ntimhers: 

Adding              '  Mimeographs 

Addressing  ^lulti  graphs 

Addressograph  N-umbering  ' 

Automobiles  Scales  Platform 

Cameras  Scales  Counter 

Computing  Sealing 

Dictating  Stencil  Cutting 

Electric  Fans  Torsion  Balances 

Eolding  Transcribing 

Grapho  types  Typewriters 
Letter  Opening 

The  engine  num.ber  may  be  regarded  as  the  serial  number  of  an 
automobile  as  the  frame  number  cannot  be  readily  checked  and  may  be 
easily  obliterated. 


11.  AGRICULTURAL  APPROPRIATION  BILL  FOR  FISCAL  YEAE  1921 

The  Bill  making  Appropriations  for  the  Department  of  Agri- 
culture for  the  fiscal  year  ending  June  jO ,  I921 ,  as  reported  by 
the  Senate  Committee  on  Agriculture  and  Forestry  on  March  I3,  con- 
tains the  following  provision  vjhich  will  be  of  interest  to  all 
traveling  officers  and  employes  ■  of  the  Bureau 

"Officers  and  employes    of  the  Department  of 
Agriculture  during  the  fiscal  year  ending  June  J)0, 
1921,  while  traveling  on  official  business  away  from 
their  designated  posts  of  duty  may  be  a.llowed  not  to 
exceed  $6  per  day  for  subsistence,  but  in  no  case 
shall  they  be  reimbursed  any  siam  in  excess  of  expenses 
actually  .incurred  by  them. 


"The  .Secretary  of  Agriculture  during  the  fiscal 
year  ending  June  30,  I92I,  is  authorized  to  prescribe 
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per  diem  rates  of  allowance  not  exceeding  $6  in  lieu 
of  suosistence  to  officers  or  emploves    of  the  Dspart- 
ment  of  Agricultijre  engaged  in  field  T7ork  or  traveling 
on  official  "business  outside  of  the  District  of  Cclxinl)ia 
away  from  their  designated  posts  of  duty," 


12.    PEESOM^  NOTES 

ADEITIOl'TS 

Thomas  L.  Kelly  has  "been  appointed  Food  Products  Inspector, 
with  headci.uarters  at  Washington,  B.C.    Mr.  Kelly  has  had  extensive 
experience  in  the  wholesale  produce  "business,  having  been  engaged 
in  this  business  independently  and  as  a  partner  in  produce  firms. 

Vane  G.  Gibson  has  been  reinstated  in  the  position  of  Scien- 
tific-Assistant  in  Marketing  and  Distribution,  for  service  in  con- 
nection with  the  studj  of  methods  of  precooling  and  icing  practices 
used  in  the  shipment  of  Ca.lifornia  citrus  fruit,  and  transportation 
•under  refrigeration  of  California  oranges  and  lemons.    Mr.  Gibson 
served  the  Bureau  in  the  same  position  from  August,  191?    to  J-jly, 
1919,  and  also  has  had  a  nunber  of  years  commercial  experience  along 
horticultural  and  office  management  lines. 

Edwin  E.  Ficcolls  has  been  reinstated  as  Assistant  in  Market- 
ing Investigations,  to  assist  in  the  study  of  methods,  fatcilities, 
market  practices,  and  other  conditions  pertairiing  to  the  retail  meat 
trade.    He  was  employed  in  the  Bureau  in  a  similar  capacity  from 
November,  I917  to  November,  I9I9,  and  has  been  engaged  in  various 
branches  of  commercial  work,  including  experience  in  packing  house 
and  commission  work. 

CEA^TGE  OF  37.A.TUS  WITHIN  BUFJiaP 

C.  D.  Aslmiore,  head  clerk  of  the  Live  Stock  and  Meats  project, 
has  been  appointed  Assistant  in  Marketing  Live  Stock  and  Meats  (grade 
1)  and  hereafter  will  assist  in  a  technical  capacity  in  the  activities 
incident  to  our  marketing  pure-bred  live  stock  '.-Tork.    Mr.  Asbrore  has 
been  connected  with  the  Bureau  since  I916. 

SEPAEATIONS 

Louis  D.  Hall,  Specialist  in  Charge,  Marketing  Live  Stock  ai^ 
Meats,  h^s  tendered  his  resignation,  effective  March  5,  I92O,  to 
accept  a  position  with  the  Pan  American  Cattle  Exchange  and  Tracing 
Company.    Mr.  Hall  has  been  connected  with  the  Bureau  since  May  12, 
1914,  and  has  been  in  charge  of  the  Live  Stock  and  Meats  Division. 
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Ediward  H.  Schroer,  Assistant  in  Marketing  Live  Stock  and  Meats, 
who  had  charge  of  the  Live  Stock  and  Meats  branch  office  at  Omaha, 
tendered  his  resignation,  effective  Febr-aary  2S,  1Q20,  to  engage  in 
conimercial  live  stock  production. 

Juli-as  H.  Peters,  Assistant  in  Marketing  and  Distribution,  who 
had  charge  of  the  Boston  branch  office  of  the  Live  Stock  and  Meats 
project,  tendered  his  resignation,  effective  February  10,  I92O,  to 
engage  in  farming. 

Saxon  D.  Clark,  Assistant  in  Market  Surveys,  resigned,  effective 
February  29,  I92O.    Mr.  Clark  was  in  charge  of  the  Boston  office  of 
the  Market  News  Service  on  Fruits  and  Vegetables. 

Robert  L.  Einger,  in  charge  of  the  Food  Products  Inspection 
Service  and  the  Market  News  Service  on  Fruits  and  Vegetables  activities 
at  Portland,  Oregon,  has  tendered  his  resignation,  effective  Ma.rch  I5, 
1920,  to  accept  a  position  as  Appraiser  for  the  Federa.1  Farrr  Loan  Board. 

Charles  A,  Forrest,  in  charge  of  the  Atlanta,  Georgia,  branch 
office  of  the  Transportation  Division,  resigned,  effective  February  29, 
1920,  to  accept  a  position  in  the  railroad,  service. 

Charles  E.  "Pierce,  in  charge  of  the  Chicago  branch  office  of 
the  Transportation  Division,  has  tendered  his  resignation,  effective 
March  I5,  I92O,  to  accept  a  position  with  a  railroad  company. 

Isaac  N.  Randall,  Assistant  in  Transportation  in  the  San  Francisco 
California,  branch  office  of  the  Transportation  Division,  resigned,  ef- 
fective February  2S,  I92O,  to  accept  a  position  in  the  railroad  service. 

Earle  P.  Brooks,  Assistant  in  Marketing  Live  Stock  and  Meats, 
resigned,  effective  March  6,  I92O,  to  accept  a  position  with  a  steel 
concern  at  Pittsburgh,  Pennsylvania.  Mr.  Brooks  -was  assigned  to  the 
Washington  office  of  the  Live  Stock  and  Meats  project. 

James  A.  Marks,  Food  Products  Inspector,  resigned,  effective 
February  29,  I92O,  to  assist  his  father  in  the  management  of  orchards. 
Mr.  Marks  had  charge  of  the  Memphis  office  of  the  Food  Products  Inspec- 
tion Service. 

Oscar  L.  Farris,  Agent  in  Marketing,  who  has  been  engaged  in 
cooperative  marketing  work  in  Tennessee,  resigned,  effective  Februan^ 
1^,  1920,  to  accept  a  position  as  County  Agent  of  Davidson  County, 
Tennessee. 

Carl  E.  Schuster,  Scientific  Assistant  in  Pomology,  tendered  his 
resignation,  effective  at  the  termination  of  Januarj'  3I,  I92O.  Mr. 
Schuster  has  been  on  military  furlough  since  January  1,  I9IS,  and  has 
accepted  a  position  as  Assistant  Professor  of  Horticulture  at  the  Oregon 
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.Walton  Peteet,  Field  Agent  in  Marketing,  resigned,  effective 
February  29,  I92O,    Mr.  Peteet  ^vas  assigned  to  cooperative  cotton 
marketing  work  in  the  State  of  Texas. 

Warren  H.  Barber.    Assistant  in  Marketing  Dairy  Products, 
has  been  engaged  in  investigating  conditions  and  studying  problems 
incident  to  the  marketing  of  dairy  products,  resigned,  effective 
February  lo,  I92O,  to  engage  in  other  employment. 


13.    MIMi:0GRAP5  BEPOP.TS 


Month  Ending  March  1 5 


Kimeograt)h  ^ork 


S t encil  Cutting 


Total 
No. 

Re'ocrts 


Boston,  (Joint) 
Chicago,  (L.S.) 
Chicago,  (Joint) 
Cincinnati,         &  V.) 
Cleveland  ,  (F.  &  V. ) 
Detroit,  (F.  &  V.) 
Fond  du  Lac,  ''Dairy) 
Kansas  City,  (F.  &  V.) 
Kansas  City,  (L.S.) 
Los  Angeles ,  (F.  &  V. ) 
Minneapolis,  (Dairy) 
New  York,  (Joint) 
Omaha,  (L.  S.) 
Philadelphia,  (Joint) 
Pittsburgh,  (P.  &  V. ) 
Rochester,  (F.  &  V.) 
St.  Louis,  (F.  &  V. ) 
St,.  Louis,  (L.S.) 
St.  laul,  (L.S.) 
San  Francisco,  (F.  &  V.) 
Grand  Rapids,  (F.  &  V.) 
Washington,  (F.  t  V.) 
Washington,  (Dairy) 
TOTAL 


Exc-«-,^i-.ed 

Axcel . 

Good 

Fair 

Poor 

Excel . 

C-ood 

Fair 

Peer 

57 

3C 

33 

0 

59 

50 

20 

-1 

k:. 

6 

20 

11 

9 

22 

10 

0 

97 

US 

25 

20 

6 

51 

3»^ 

11 

1 

52 

35 

11 

0 

1 

U2 

? 

r 

36 

23 

k 

r 

0 

J)  ■  ~ 

22 

1+ 

g 

2 

35 

9 

6 

17 

3 

S 

13 

11 

3 

26 

19 

2 

1 

19 

5 

1 

1 

20 

0 

7 

U 

0 

g 

g 

2 

2 

52 

12 

9 

2 

27 

15 

10 

27 

3 

S 

12 

5 

13 

0 

.  '42 

23 

7 

9 

3 

25 

11 

■  139 

•70 

33 

29 

7 

65 

63 

s 

1 

56 

31 

12 

lU 

31 

22 

12 

1 

14-2 

101 

19 

16 

1 

102 

29 

10 

1 

■  1+2 

12 

13 

16 

1 

15 

20 

7 

3S 

13 

12 

6 

7 

18 

12 

6 

2 

39 

15 

9 

2 

7 

12 

17 

7 

3 

51 

6 

20 

19 

5 

10 

30 

10 

1 

36 

17 

6 

12 

1 

lU 

16 

S 

ri 
v.. 

20 

10 

6 

J) 

1 

Q 

10 

1 

-30 

2^ 

5 

2 

rs 
\J 

23 

6 

1 

0 

93 

S5 

k 

0 

91 

1 

1 

u 

^0 

32 

Ik 

0 

^3 

7 

1303.. 

57W 

-2-11 

0''-. 

2oj 

oQ 

709 

-tIo 

i5c 

1? 

PERCEAITAGE 


lOCf.      51.7^.    21.2^  20.'2^  S.g^      5UA^S  31.9^  12.3^  1.^^ 
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There  has  been  a  marked  improvement  in  "both  mimeograph  and 
stencil -cut ting  work.    Some  reports  still  show  poor  alignment  of 
machines,  strike-overs  and  too  heavy  inking.     Tt  is  suggested  that 
the  typewriters  "be  watched  closely  for  poor  alignment  and  adjust- 
ment made  whenever  necessary. 

Several  joint  offices  have  requested  that  where  there  is  one 
or  more  projects 'using  mimeograph  reports,  each  project  be  given  a 
separate  rating.    This  req,uest  will  be  complied  with  in  the  next 
statement  issued. 


Chief  of  Bureau. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

BUREAU  OF  MARKETS  ^  " 

WASHINGTON,  D.  G. 


IQO-/ 


INFOamTION  CIRCULiffi  VOL.  II,  NO.  IS. 
April  30,  1920. 


1.    FBEPiiLBATION  07  FIELD  PAY  ROLLS  .      .  • 

Attention  is  called  to  the  lack  of  care  displayed  in  the  pre- 
paration of  branch  office  payrolls.    When  the  rolls  are  received  "by  the 
payroll  clerk  in  Washington  it  frequently  is  necessary  for  her  to  change 
the  designations  and  appointment  dates  shown  on  the  rolls.     This  is  due 
to  the  fact  that  "branch  office  personnel  records  are  not  "being  kept 
properly  (see  Information  Circular  Volume  I,  No.  10,  Item  3>  Volume  II, 
No.        Item  U,  and  Branch  Office  Memorandum  No.  2"5).    Each  branch  office 
must  maintain  complete,  accurate  and  up-to-date  personnel  records  on 
BM-76  cards  and  a  personnel  folder  for  each  employee  of  the  branch 
office.    Each  payroll  transmitted  'to  Washington  must  show  the  correct 
date  of  the  employee's  latest  notification' of  appointment  and' the  present 
designation.    Each  letter  transmitting  the  notice  of  appointment  or  other 
personnel  action  shows  the  date  of  the  action  and  the  title  of  the  em- 
ployee in  q.uestion,  and  is  accompanied  by  a  carbon  copy  marked  for  the 
branch  office  files.    This  carbon  must  be  filed  in  the  employee' s  per- 
sonnel folder  and  the.  information  entered  on  the  BM-76  card  immediately 
upon  receipt  at  the  branch  office. 

In  order  that  branch  offices  may  have  accurate  personnel  records 
at  the  beginning,  complete  sets  of  BM-76  cards  shall  be  prepared  immedi- 
ately for  each  project  branch  by  the  division  or  project  head  clerk  in 
Washington,  and  checked  by  the  Personnel  Section  before  being  sent  to 
the  field,  except  for  the  Boston,  New  York,  Philadelphia  and  Chicago 
joint  offices,  which  cards  will  be  prepared  in  the  Branch  of  Operation. 
In  cases  where  the  division  or  project  is  not  in  a  position  to  prepare 
these  cards,  the  head  clerk  may  furnish  the  Personnel  Section  with  a 
list  of  employees  at  each  branch  and  the  cards  --vill  be  prepared  "by  the 
Personnel  Section. 

This  matter  must  be  attended  to  at  once  as  'hereafter  erroneous 
payrolls  ■"vill- be  returned  to  the  branch  offices  f^or  correction. 
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2 .    LISTINGS  OF  BI3BEAU  BRfJ^CII  OFFICES  IN  LOCAL  TELFPZOIG  DIFECTG5IES 

It  is  noted  that  in  a  number  of  cities  in  tl^  field  the  listings 
of  branch  offices  of  the  Bm-eaa  in  the  telephone  di.vei.t'^jiiei  7c*j.-7  to  a 
considerable  degree.     In  one  case  the  grr.in  office  «w,s  foirnd  in  fie 
directory  -under  "1"  as  "Federal  Grain  Sfjper'/isioti/"  and  -chij  hT^.v-Sr:  of 
another  project  -under  '"U"  as  "U.  S.  Bure-u  of  Ll^-r'-ets . "    If  p'.)C':i1-!le 
it  wo-uld  be  desirable  to  have  the  liscingc  confcrT.  to  F-;.el.i  Sta-uicn 
Meftorand-um  No.  11.    However,  as  this  -wc-iald  invol/e  eons-iilca-lior.  ^ith 
other  Government  establishments  and  might  t^ike  ccns.i'ierc";,bi e  txme,  the 
city  conmittee  in  each  city  should  take  active  steps  to  ha-.^e  all  cranch 
offices  of  the  Bureau  in  that  city  grouped  in  the  telep.ione  directory 
under  "U,  S.  Bureau  of  Markets"  in  some  form  similar  to  the  following: 

U.  S.  B-areau  of  Markets: 

Cotton  Division  --------------- 

Federal  Grain  Supervision  ---------- 

Hay,  Feed  &  Seed  Marketing  --------- 

Inspection  of  Fr-aits  &  Vegetables  ------ 

Market  News  Service  on  Live  Stock  and  Meats  - 
Transportation  Division  ----------- 

In  cities  where  city  committees  have  not  yet  been  organized  the 
responsible  project  representatives  should  inmediately  organise  one  in 
accordance  with  Field  Station  Memorandum  No.  lU . 


3.    EXPRESS  SHIPMENTS 

The  Office  of  Inspection  of  the  Department  calls  attention  to  the 
necessity  for  properly  marking  express  shipments.     It  is  directed  that 
the  ru-les  given  below  be  followed  in  marking  express  shipments: 

(a)  Each  package,  b-undle  or  loose  piece  in  a  shipment  should  be 
plainly,  legibly  and  d-urably  marked,  showing  the  name  of  only  one  con- 
signee, and  of  only  one  station,  town  or  city  and  state  to  which  destined. 

(b)  Shipments  wrapped  in  paper  or  packed  in  boxes,  crates,  barrels, 
corrugated  paper  or  fibreboard  containers  should  be  marked  with  pen, 
brush,  stencil,  waterproof  crayon,  or  by  label  securely  attached  ^th 
glue  or  equally  good  adhesive. 

(c)  Shipments  of  iced  goods,  such  as  fish,  oysters,  etc.,  should 
be  marked  with  brush,  stencil  or  waterproof  crayon,  or  mth  two  tags  se- 
curely tacked,  one  of  which  must  be  sunk  in  a  groove  in  the  box  or  case, 
or  otherwise  protected  in  such  manner  as  to  prevent  becoming  detached  or 
defaced  by  contact  with  other  articles  or  surfaces. 
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(d.)'   CASTINGS,  MACHIM;  PARTS,  SHAFTING,  PIPE,  RODS,  BARS ,^  AH)     '  ' 
OTHER  HCETAL  ARTICLES:  ,  .■  •  ■■  ' 

1.  When  "boxed,  "barreled,  crated  or-tnissed',  must  "be  marked 
in  compliance  with  paragraph  Cb).;  '  ,  . 

2.  "When  not  "boxed,  "barreled,  crated  or  trussed,  and  there 
is  sufficient  .smooth  surface  for  the-tJuj-pose,  the  address  should 
be  plainly  rnarked  on  the  article  .mth  durable  paint.  •  •■ 

;■     '"     3-    When  not  boxed,  barreled, _  era  ted  or  trussed,"' or  when  ■ 
hot  possible  to  mark  as  provided  in  preceding  .paragraph,  shipments 
should  be  marked  -(vith  not  less  th^n  two  ^vooden,  leather,  metal, 
cloth,  rope  stock' or  sulphite  fibre-tag-board  tags.     Tags  should 
be  attached  wherever  possible  to  unexposed  parts  of  the  article 
in  order  that  they  m.ay  not  become  detached  in  handling. 

-      h.    Rods,  shafting,  bars,  pipe,  iron  bed  sides ,  automobile 
springs  and..©ther  articles  of  like  character  ma,rked  with  tags  as 
provided  in 'paragraph  ','3"  should  have  the  tags  securely  '^rired  to 
the  article,  and* in  addition,  a  concealed  tag  bearing  the  same 
&d'dre3s'  should  be  bound  to  the  article  ■'JTith  burlap  covering,  the  • 
latter  securely  wired  at  each  efid.  - 

(e)  ,  TRUMS,  SUIT  CASES  OR  Vi-ULISES:^    Should  be  marked  with  one 
strong  tag  and  have  an  address  label  pasted  on  the  bottom  in  addition 
thereto  before  forwa.rding.     Shippers  should  place  a  duplicate  address 
inside  of  these  articles  for  the  purpose  of  identification. 

(f)  AUTOMOBILE  TIRES:-  >hen  not  boxed  or  crated,  should  have 
two  marks,  both  to  be  attached  to  the  inner  surface  of  the  package,  bale 
or  tire,  and  to  ..consist  (l)^of  a  strong  tag  securely  attached,  and  (2)/ 
another  tag  bearing  "the  same  address,  securely  bound  by  burlap  or  cloth, 
or  an  address  la'Del  pasted  on  the  inner  surface. 

(g')    BEDDING,  CAPJPETS-AITO  RUGS:-    When  not  boxed  or  crated,  should 
be  sewed' up  in  burlap  or  some  other  substantial  cloth  covering,  and 
marked  with  stencil  or  brush.     Shippers  should- place- duplicata' address 
inside  of  the  bale  for.  the  purpose  of  identification.        ■.,  ^-  - 

th)'  NURSERY.  STOCK  Al©  TREES  in  bundles  br  bales  should  be  marked 
with  not  less  than  two  tags.,  securely  attached;,  and  when' in  bales ,  ship- 
pers should  place  a  duplicate  address  tag  inside  fne  bale  for  the  purpose 
of  identification. 
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■   '(i)  '  ■  HOUSEHOLD  GOOIir?^  .WD  KTRNITUEE  whi'ch,  undsr  individual  itams, 
may  be  accepted  when  not  boxed  or  crated,  should  he  marked  tsy  not  less 
than  two  tags  securely  attached  to  each  piece. 

(j)      LOT  SHIPMENTS:-"      Except  when  in  carloads,  each  package  or 
article  in  a  lot  shipment  should  be  marked  in  compliance  vd.th  these  re- 
.  quirements'.  .  "  ' 

(k)      Do  not  mark  shipment  "U.  S.  Department  of  Agriculture,  T7ashing 
ton,  D.  C,"  but  mark  the  name  of  the  bureau  or  office  to  v/hich  shipment 
is  consigned  in  addition  to  the ^  words  "U.  S.  Department  of  Agriculture, 
Washington,  D.  C."      To  illustrate,  "Bureau  of  Markets,  U.  S.  Department 
of  Agriculture,  Washington,  "D,  C." 


BILL  OE  LIDING  SErORD 

Eorm  BM-S7  "Bill  of  Lading  Re  cord"  on  5xg  cards  has-  been  provided 
for  the  use  of  every  division  or  project  in  the  BureT'.u,  to  shew  the  dis- 
position of  all  bills  'of  lading 'which  are-  furnished        the  Bureau  Property 
Clerk.    One  card' should  b'e  used  for  each  tall- of  lading,  and  should  be 
filed-  in  numerical  order.    The  first  space  in  the  upper  left  hand  corner 
is  provided  for  the  insertion  of  the  bill  of  lading  nurr.ber.      The  first 
entries  should  be  made  when  the  bill  of  lading  is  received  frcir.  the  Bureau 
Property  Qerk,    Further  entries  should  be  mde  vvhen  the  bill  of  lading 
is  forwarded  to  a  field  point.  Vhen  the  "Memorandum"  ccpy  is  returned, 
the  essential  information  contained  thereon  should  be  noted  on  these 
cards  before  that  copy  is  fonvarded  to  the  Section  of  Supplies  and  Accounts 
This  record  is  essential,  since  divisions  and  projects  are  held  accountable 
for:  ail  bills' of  lading  furnished  them. 

5-      RESIGNATION  OE  EMPLOYEES  CHARC-ED  ^"ITH  C-0\^E5N^:E^^T  CA\fERAS 

_         In  order  that  Mr.  ^ilccx,  who  is  in.  charge  cf  the  Fnctographic 
•Laboratory,  may  keep  his  records  up-to-date,  and  trace  all  camera's  Iczued 
to  employees- of  the  various  projects,  the  head  clerks  are  requested  to 
report  to  hiir:  promptly  the  'separation  from  the  service'  of  any  employee 
charged  with  such  property.      It  sometimes  happens  that"  employees  leaving 
the  service  are  slow  in  returning  cameras  and  Mr.  Wilcox  is  without  any 
direct^means  of  Imowing  just  when  this  condition  exists.      It  will,  there- 
fore, facilitate  matters  and  enable  him  personally  to  keec  in  touch  with 
the  matter  if  he  is  immediately  notified  of  such  separations. 
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6.      REQUEST  MADE  UPON  CONGRSSS  FOR  RHVIOV,AL  OF  SALARY  LIMIT/'TIONS 

There  is  quoted- below-'a  letter  .y/ritten        the  Secretary  under 
date  of  April  20  to  the  chairmen  ■  of  ■  the -  Senate  and  .  House,  conmittees 
on  appropriations:        "         '  - 

"The'  p,re*sent  arid  much  of  the  future  value  of  the 
Department  of-  A-gricultui^  to  the  country  depends  not  only 
upon  a  well  organized  and  efficient  personnel  hut  upon 
the  retention  in  service  of .  highly  trained  and  experienced  ■'■ 
specialists,  "administrative  staff  -  and  clerical  force.  Such 
men  are  leaving  the  service  daily-,  seme  of -whom' are  practic- 
ally indispensahle  because  they  cannot  he  replaced  at  any- 
thing like  the' salaries  the  Department  can  pay  under  the 
limitations  imposed  Igr  law  v/hich  apply  only  tc  the  Depairt- 
ment  of  Agriculture.      The  situation  of  the  Department  is 
critical  ^d  something  must  be  dene-  to  enable  it  to  retain 
a  sufficient  number, of  competent  men  alrei^dy  in  sei"vice  tO- 
carry  on  effectively  the  important  investigational,  exten^ 
si  on  and  regulatory  work  of  the  Department.      The  men  already 
in  the  Department  are  usually  willing  tc  remain  in  service   -  ■ 
at  lower  salaries  than  they  can  ccmrnand  in.  private  enploy- 
ment,  but  there  is  a  limit  to  the  financial  sacrifice  which 
can  reascna-bly  be  expected  ,  of -them  and  of  their  families* 
Marxy  of  these  men  are  now  getting,  practically  the  same  sal- 
aries 'Ahich  they  received:  many  years, ago.      The  reduced  pur- 
ch?.sing  povver  of  the  dollar  and  the  high  cost  of  living  com-  - 
bined  practically  cuts  their  salaries  in  half.      Offers  are 
continually  being  made  to  them  involving  increases  over  their 
present  salaries  rmgins- f rom  10  per  cent  to  5OO  per  cent  or 
more.      In  the  fiscal  year  ending; June  3O,  I913,  the  Depart- 
ment lost  more  than  ^3000  employees,  excluding  temporary 
appointees  and 'tlios«  separated  fras  the  service  on  account 
of  necessary  reduction  in  the  force  -  a  turnover  of  approxi- 
mately 36  per  cent.      In  the  .case  of  -65O  enplcyees  who  left 
the  service  and  \vhoso  outside  salaries  were  reported  to  the 
Depa,rtment,  their  average  increase  over  their  salaries  in 
the  Department  was  $1,023,  or  an  averr.ge  increase  of  5I 
per  cent. 

"From  July  1,  1919.,  to  February  29,  I920.,  the  Depart- 
ment apprinted  3,632  new  emp.loyees  and  lest  12,^7^,  cr  a  net 
loss  cf  3,  SU2.      The  percentage  -of  turnover  of  permanent  em- 
ployeesboth  "in  and  e«fc'  of,  T^^shingt on, ,  during  this  period 
was  30.29.  ■'.    :         ;.  -  ' 
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'*TPhe  Ile^artinem  cannM  ■.stiJnd  tb-is'  jt-eady  .  and  ccn-  • 
tinuing  draft  upon  its  trained  personnel  v/ithout  serious 
impairment  of  service,  nor  can  it  utili-ze  the  .fiinds  appro- 
priated "by  Congress  economically  with  a  constantly  dis- 
integrating organization  and  a  constantly  increasing  p»r-  • 
centage  cf  new  and  relatively  inexperienced  persoronel.  I 
therefore  deem  it  of 'the  highest  importance  that  provision  ■ 
"be  made  af  once  for  increasing  ,  the  salaries .  of  -seme  of  the 
more  experienced'  3nd  highly  trained  employees  who  are  now 
getting  mofe  than  $2,5-00  a  year,  assuming  that  those  re- 
ceiving $2,500  or  less  will ■ continue -to  .get  the  benefit  cf 
the  bonus  of  $2Uo.      In  order  th5,t.the  Department  can  pay 
salaries' higher  than '$U,  5  00  a"  year  to  a  few  cf  its  em- 
ployees who  are  now  receiving  up  to  that  amount,  and  there- 
by retain  in  service  scrne  of  the  men  who  are  regarded  as 
practically  indispense.ble ,  I  would  strongly  rsc-oirmend  that 
your  Conmittee  include  in  the  Sundry  Civil  Bill,  while 
there  is  yet  time  this  fiscal  year,:  a  prevision  repealing 
the  statutory  limitation  of  $U,500  on  salaries  paid  from 
lump  sum  appropriations,  contained  in  the  act  making 
appropriations  for  the  Department  of  x^griculture  for  the 
fiscal  year  ending  June  30,  I9I5,  approved  Jvme  30,  I91U. 
Higher  salaries^  are  paid  from  lunp  sum  appropriations  in 
several  bureaus  of  ether  departments  for  services  in- 
volving" practically  the  samG  scientific,  technical,  and 
profes-sional  qualifications,  duties  and  responsibilities 
as  are' possessed  and  performed  b:.:  men  in  the  Department 
of  Agriculture.      The  removal  of  this  lim.itati.cn  on  salaries 
in  the  Department  cf  Agriculture  would  not  involve  any  in- 
crease-in its  apprcpriati'cns  .      On  ...the  other  hand,  if  the 
Department  is  in  a  position  to  pay.  higher  salaries  and 
thereby  retain  in"  service  experienced  and  highly  trained 
men  it  will  result  in  better  administration  and  greater 
econoiny',  because  better  service  and  better  results  can  be 
secured  with  a  sm^allar  number  of  ccaspetent  men.alread.y  in 
service  at  higher  salaries  than  can  be  expected  frcD.  a 
larger  number  of  relatively  new  men  at  the  present  saale 
of  salaries.-  • 

.."May  I  again  urge  that  prompt  action  by  Congress 
removing  the  limitation  on  salaries  in  this  Department 
IS  necessary  to  enable  the  Department  to  carrj'  on  its  • 
important  %ork  efficiently  and  economdc-lly  and  retain  in 
service  some  of  its  aosf  valuable  men  by  granting  them 
moaerate  increases  in  salary,  which  cannot  be  done  so  lon^- 
as  It  remains  under  a  discriminatory  limitation  on  salaries 
which  applies  only  to  the  Department  of  Agriculture.  If 
xurtner  information  regarding  this  matter  is  desired  by 
your  Committee ,  I  shall  be  glad  to  "ur-ish  it  " 
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7.      PHOTCCtRAPHIC  ^"ORIC  t^QT?  -FIVLB  07?ICES 

The  Photographic  Laboratory  of  the  Bureau  at  ^'ashington  is  pre- 
pared and  equipped  to  handle  'vork  for  the  field  offices  and  can  make 
pronpt  delivery.      Branch  offices,  particularly  those  in  the  east  re- 
quiring photostat  v;ork  should  utilize  the  services  of  the  Photographic 
Laboratory  whenever  feasible  rather  than  to  have  the  work  done  outside. 


S.      PURCHASES  AT  END  0?  FiSC/vL  YE.AR 

The  Chief  Clerk  of  the  Departcient  calls  attention  to  the  follow- 
ing citation  frorc  Paragraph  37  of  the  Eiscal  Regulations: 

"An  annual  appropri^.tion  is  applicable  only  to 
expenditures  properly  incurred  for  the  use  of  the  par- 
ticular fiscal  year  for  which  it  is  made^  3.nd  admin- 
istrative officers  should  not  anticipate  the  needs  of 
a  succeeding  fiscal  year  and  use  unexpended  balances 
for  the  purchase  of  supplies  and  ro^terials  merely  in 
order  to  use  up  such  unexpended  b::^lance. " 

The  sending  out  of  proposals  late  in  the  fiscal  year  causes  a 
heavy  congestion  in  the  --vork  of  the  Board  of  Awards  and  leaves  the 
Secretary  insui' f  icient  time  to  consider  recoiEn:endations  made  ty  the 
Board.      To  avoid  this  condition,  all  proposals  sl'.ould  be  sent  to  the 
Board  of  Awards  as  soon  as  possible  and  no  date  fixed  for  the  opening 
of  bids  later  than  June  I5,  1^20,  except  in  special  cases.      In  each 
special  case,  a  convincing  statement  approved  by  the  Chief  of  Bureau 
must  accompany  the  rec,uest  for  proposals. 


9-      MESgg.GES  ADDRESSED  "CARE  t^STERN  UNIOI^^' 

The  proper  address,  for  messages  which  are  to  be  called  for  by 
the  addressee  at  the  office  of  destination  is  "^nil  Call."    The  practice 
of  using  "Care  Western  Union"  is  confusing  a.t  large  offices  because  such 
addresses  suggest  that  the  addresses  is  e-jployed  by  the  company,  thereby 
necessitating  a  review  of  the  list  o;;  employees  in  tl:e  city  before 
placing  the  messages  in  the  """^ill  Call"  box.    The  expression  ''Care  Western 
Union"  should  be  restricted  to  messages  addressed  to  employees  of  the 
company .  ^ 
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10.      T5LEG-PA"TS  FOR  STC-NATUEg  0?  '^I'CPET/R? 

-    The  Departrsent  Lelegraph  office  calls  attention  to  the  laclr 
of  3-afiioient  carbon  caoies  accompanying  t8legra,-i$  prepared  in  this 
Bureau  for  the  Secretar/^s  signat'ure.      Each  ori>=..-na.w  telegrai::  fcr- 
w-araed  to  the  Secretaxy's  office  for  signature  and  transnitsi^'-'Ei 
amst  be  accc-xpanied  "by  three  carbon  copies.      If  ths  office  preparing 
the  telegram  vvishes  to  retain  a  copy,  a  fourth  carbon  should  be  nade. 
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11.      MIMEOGBAPH  REPORTS 

Month  Ending  April  2k,  1^20. 

Mimeograph  T"ork  -        .  Stancil-Qij-tting 
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12 .      PERSOMEL  NOTES 


ADDITIONS  ■ 

Olnton  D.  Miller  was  appointed  Scientific  Assistant  in  Marketing, 
effective  April  1,  I920,  for  assignment  to  duty  in  connection  v:itb  the 
Market  News  Service  on  Fruits  and  Vegetables,      Mr.  Iv'iller  vvas _ recently 
manager  of  one  of  the  cooperative  association  stores  maintained  in  tnis 
city.  ■  ■  ' 

Gilbert  Ray  i^arran  w?.s  appointed  Food  Products  Inspector,  effective 
March  I5 ,  1520,  for  assignrrisnt  to  market  inspection  duties,  v/ith  head- 
quarters at^Te-  York  City.      Mr.  barren  is  -  graduate  from  the  ^Michigan 
Agricultural  College  and  served  the  Bare-u  as  Assistant  in  Fruit  and 
Vegetable  Trr,nsportation  and  Storage  from  February  lo  to  March  7,  1915. 

Edward  Henry  Pdley  ^?as  appointed  Extension  Agent  in  Marketing,, 
effective  April  1,  I920,      He  v/ill  assist  in  the  cooperative  marketing 
work  being- ca.rried  on  ty  the  Bureau  in  Mpnt-na.      Mr.  '^iley  has  had  ex- 
tensive experience  in  live  stock  ^^nd  agricultural  -.vork,  both  with  the 
State  of  Montana -and  the  Bure ?.u  of  .'mimal  Industry  of  the  Department, 
besides  a  brief  period  of  employment  with  the  Bureau,  in  the  fall  of  I5I9. 

Harris  R.  Hungerford  was  appointed  Assist:jit  in  Marketing  Grain, 
effective  April  16,  I920,  for  service  at  the  Chicagc  Grain  office.  Mr. 
Hungerford  previously  served  the  Bureau,  resigning  to  enter  the  milit::ry 
service. 

Ax'thur  W,  Palmer  was  appointed  Specialist  in  Cotton  Marketing, 
ef  f  ective  jdarch  lo,  I920,  for  service  at  the  Ne^v  Orisons  branch  office 
of  the  Cotton  Division. 

""'Pvlt-er  K.,  Makemson  has  been  appointed  as  Food  Products  Inspector, 
by  transfer  from  the  Burem  of  Chemistry,  in  v/hich  he  has  been  serving  as 
Micro:jialyst  since  September  17,  I917.      He  entered  upon  his  ne>v  duties  at 
the  Ne-v  York  office  of  the  Food  Products  Inspection  Service,  March  16, 
1920. 

Joseph  M.  Byrnes  \ms  appoizited  Specialist  in  Cotton  Marketing, 
effective  March  Ic,  I920,  for  assignment  to  cotton  vrork  11:1  cooperation 
■.vith  the  State  Extension  Service.      Mr.  Byrnes' h-s  had  approxi'tsately 
sixteen  years'  experience  in  the  cotton  business. 
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The  appointment  of  Samuel  P.  Fears  as  Grain  Supervisor  has  "been 
coas-urnmated,  effective  April  1,  I52O.      He  will  "be  assigned  to  the  St. 
Louis  hrancli  office  nf  the  C-rain  Division.      Since  June,  I9II  (with  the 
exception  of  seven  months  in  tl?e  ^nilitary  service)  he  has  been  in  the 
employ  of  the  Missouri  Grain  Inspection  Department  in  the  capacity  of 
grain  sampler  and  inspector,  , 


STT,".  RATIONS 


Stephen       Dcty,  Live  Stock  Market  Supervisor  in  charge  cf  the 
Chicago  office  cf  the  Live  Stock  and  Meats  Division,  resigned  April  5, 
1920,  to  accept  a  position  with  the  puliicity  department  of  Clay, 
Echinscn  &  Company. 

George  E.  Ehgeis,  Assistant  in  Market  Surveys,  who  has  been  in 
charge  cf  the  Buffalo  cffice  ^f  the  Fruit  and  Vegetable  Division,  re- 
signed 'pril  6,  I920,  to  accept  a  positi  n  as  manager  cf  the  Cr-rperative 
Grcwers'  Associati-^n  r.f  Beverly,  Ne^^'  Jersey. 

rilli^jn  S.  Sibley,  wh:  had  charge  <--f  the  Foreign  Marketing  In- 
vest igati-:ns,  resigned  March  29,  I920,  t'^  accept  a  positim  as  General 
Agent  --f  the  Erie  Railrr^ad  at  Minnoapnlis,  Minnesota. 

Arthur  G.  Bovay,  Assistant  in  Marketing  Live  Stock  and  Meats  le-^'t 

the  service  March  I5,  to  accept  a  positi'^n  as  Ounty  Asent  of  Saginaw 
County,  Michigan.      Mr.  Bovay  was  in  charge  of  the  extension  wcrk  carried 
on  by  the  Live  Stcck  and  Meats  Division  in  cocperati cn  with  the  various 
states . 

Harcld  P.  Morgan,  Assistant  in  Marketing  Live  Stock  and  Meats, 
who  has  been  assisting  in  the  administrative  work  of  Live  Stock  and  Meats 
Division,  resigned  March  3I,  I920. 

Fred  W.  Knight,  who  had  charge  of  the  Neiv  Orleans  office  of  the 
Cf.tton  Division,  resigned,  effective  M-.rch  2,  I920,  to  become  Inspectcr 
in  Chief  cf  the  New  Orleans  Cctton  Exchange. 

Filliam  0.  Ellis,  whc  has  been  in  charge  cf  the  br?.nch  cffice  of 
the  Live  Stock  and  Meats  Division  at  National  Stock  Yards,  Illinois,  re- 
signed, effective  February  29,  I920  ,  to  accept  a  position  v/ith  the  Chico.go 
Dr.ily  Drover's  Journal. 

Lems  Christain  Ba.iley  resigned  from  the  position  of  Live  Stock 
Ma.rket  supervisor,  effective  February  29,  I92O.      Mr,  Bailey  had  charge  of 
the  Indianapolis  office  of  the  Live   Stcck  and  Meats  Division, 
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John  J.  Ahearn,  Assistant' in  Market  Surveys,  in  charge  of  the 
Naw  York  office  of  the  Fruit  and  VegetaDle  Division,  rasigned  March  1, 
192c,  to  accept  a  position  as  Office  Manager  v/ith  a  connercial  concern. 

Aubrey  L.  Williamsv  Focd  Prr ducts  Inspector,  resigned  effective 
Febmiary  lo,  I920,  to  accept  commercial  employment.  Mr.  ■^7illiams  was 
assigned  to  the  Philadelphia  office  of  the  Frait  and  Vegetable  Division. 

■  Balph  H.  Brcvm,  Grain  Supervisor,  resigned,  effective  February 
29,  1920,  Mr.  3-rc-m  was  assigned  to  the  Washington  office  of  the  Federal 
G-rain  Supervision  Service. 

Paul  F.  Barnes,  Assistant  in  Marketing  Fnaits  &  Vegetables, 
assigned  tc  the  C-Iutdois,  Ohio  office  of  the  Fruit  &  Vegetable  Division, 
resicTxed  effective  March  10,  I920  to  accept  a  position  with  A.  H.  Sanford 
and  Company,  commission  brokers. 

¥ayl?jid  L..  Beers,  Field  Agent  in  Marketing,  has  resigned  effective 
March  31,  1920  to  accept  a  position  as  President  cf  the  Montana  Grain 
Grov.-ers'- Association.      Mr.  Beers  was  engaged  in  the  Cooperative  Marketing 
work  in  Montana.  • 


Chief  cf  Bureau. 


UN5TED  STATES  DEPARTMENT  OF  AGRICULTURE 
BUREAU  OF  MARKETS 


WASHINGTON,  D.  C. 


iNEOmiATION  CIBCULAE  VOL.  II,  NO.  19 
Jione  1,  1920>. 


1 .  E.CTBOOK  OF  HJRKAU  OPEF.^TINO  REC-ULATIONS 

There  is  navv  "being  corr^leted  a  Bureau  handbook  cf  operating 
regulations  which  will  be  issued  and  distributed  in  the  very  near 
future.    The  handbook  will  contain  all  of  the  existing  regulations 
of  the  Bureau  which  have  appeared  in  Bureau,  Field  Station  and  Branch 
Office  Memoranda  and  Information  Circulars  up  to  the  present  time. 
It  vrill  be  bo-jnd  in  loose  form  in  two  volumes  and  will  be  kept  up 
to  date  by  the  issuance  of  inserts  from  time  to  time. 

2.  rvJETHOD  OF  E4:iDLiyC-  DISCHFPA.yCIEP.  IN  KmEAU  BTO-TTOHIFS 

During  the  current  fiscal  year  the  work  of  handling 
inventory  records  and  safeguarding  property  will  be  placed  upon 
a  safe  and  efficient  basis  and  when  the  entire  Bureau  list  has 
been  satisfactorily  checked  the  standards  of  property  accountability 
will  be  kept        a  very  high  level.    However,  it  is  realized  that  in 
a  bijreau-wide  checking  of  inventorial  property,  such  as  is  now  being 
conducted  it  will  be  found  that  sane  property  has  disappeared  un- 
accountably and  that  the  individual  respomible  cannot  oe  located, 
or  in  many  cases  where  he  is  located  the  responsibility  will  fall 
upon  persons  now  out  of  the  service.    Further,  in  the  case  of  items 
dating  back  for  some  time,  the  accuracy  of  unchecked  paper  recorcs 
cannot  be  assured.    These  facts  have  been  taken  into  consideration 
in  deteiminirig  the  policy  of  the  Bureau  in  handling  cases  of  this 
kind.    Until  the  present  process  of  checking  all  of  the  inventorial 
property  of  the  Bureau  is  completed,  in  all  instances  where  the 
property  actmlly  on  hand  does  not  check  exactly  with  the  paper 
records,  it  is  felt  that  the  records  should  be  adjusted  in  accordance 
v/ith  the  actml  facts.  -  When  this  involves  the  dropping  of  inventorial 
articles  from  our  paper  records  the  responsibility  of  the  individual 
charged  with  the  custody  of  the  property  will  be  deteimined  upon  the 
basis  of  the  facts  presented,    T^liere  the  date  or  period  of  the  less 
car^not  be  detennined  nor  the  identity  of  the  individual  who  was 
in  charge  when  the  loss  occurred,  it  will  be  the  policy  of  the 
Bureau  without  exception  to  relieve  the  employe  who  bears  the  cur- 
rent nominal  responsibility.   .When  the  present  checking  of  the 
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entire  inventorial  property  has  "been  completed,  the  records  "brc-oght 
down  tc  date,  and  the  individual  responsioility  for  each  piece  of 
inventorial  property  definitely  fixed,  the  Bureau  policy  thereafter 
will  he  to  hold  the  actual  custodian  in  every  instance  to  the  strict- 
est accountability. 

3-        REC-ISTERING  TRANSPORT  AT  ION  RErUESTS 

The  Office  of  Inspection  of  the  Department  calls  attention 
to  the  fact  that  a  nurher  of  transportation  requests  nailed  "by  Bureaus 
of  the  Departiiient  in  Washington  have  been  lost  in  the  nails.     In  order 
to  safeguard  such  requests,  to  protect  the  issuing  officer  frcK  possible 
loss  and  to  enable  the  Office  of  Inspection  to  trace,  it  is  directed 
that' when^iver  transportation  requests  are  Tr3.iled  tc  enrployes  in  the 
field,  they  be  registered. 

^-        aAEEGUARDING  PERSO^T^JEL  FOLDERS  AND  OTHER  COIJFISE:PriAL  RECORDS 

Recently  considerable  publicity  seems  to  have  been  given  the 
contents  of  one  or  more  personnel  folders.     It  is  essential  that  material 
contained  in  these  folders  be  treated  in  absolute  confidence.  Such 
folders  should  not  be  thrown  into  the  general  circu-lating  nail  or 
trusted  to  anyone  who  comes  alon^,  but  always  should  be  called  for 
and  returned  by  special  messenger.    Unless  greater  care  is  taken  in 
the  transmission  and  custody  of  these  folders  it  will  be  necessary 
to  restrict  their  delivery  to  a  written  order  and  receipt. 

5.        BUREAU  TELEPHONE  DIRECTORY 

There  is  being  prepared  a  new  edition  of  the  Bureau  telephone 
and  building  directory,  covering  the  offices  and  personnel  in  Washing- 
ton.   This  directory  will  be  issued  as  soon  as  the  telephone  changes 
now  being  made  are  completed. 

^'       PROTECTITrE  SHEETS  NEED  NOT  BE  ATTSCHEP  TO  T^TE^.ITTEN  LETTERS 

Because  of  the  shortage  of  paper  and  the  inconvenience  incidental 
to  signing  mail  when  a  protective  sheet  is  attached,  it  is  no  longer 
desired  tr^t  a  t>.in  sheet  of  paper  be  clipped  to  letters  for  the  sig- 
nature oi  the  Secretary  or  Chief  of  Bureau,     In  the  handling  of  out- 
going letters  it  will  be  necessary  to  exercise  greater  care  to  avoid 
soiling.  ^ 
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HOW  TO  CHARGE  ARTICLES  THAT  ARE  LOST  IN  TRANSIT 


When  supplies  are  sent  from  Washington  to  the  field  and 
consigned  to  transportation  companies  or  to  the  mails,  the  cost  is 
charged  against  the  point  of  destination.    There  have  "been  instances 
where  supplies  have  been  lost  in  transit,  and  in  handling  BM-39  t^^e 
"branch  offices  have  failed  to  indicate  this  fact  on  the  form.  This 
eliminates  the  cost  record,  and  involves  foil  ovving  up  by  the .  branch 
office  to  the  Washington  office.    Us-ually  the  cost  is  small  as  most 
of  the  losses  are  from  such  as  are  placed  in  the  mails,  and  the 
question  as  to  whether  the  field  station  or  the  Washington  office 
should  bear  the  cost  is  not  material.     In  order,  therefore,  to  have 
uniformity  in  procedure  it  is  desired  that  the  cost  of  supplies  as 
set  forth  in  the  invoices  from  Washington  be  considered  a  permanent 
record,  after  they  have  been  duly  consigned  to  the  mails-     In  other 
words,  when  supplies  are  properly  delivered  to  transportation  concerns 
they  become  to  all  intents,  and  purposes  the  property  of  the  office 
of  destination. 

S.        OPENING  OF  MAIL  IN  BR/lNCH  OFFICES 

The  regulations  regarding  the  opening  of  mail  in  branch 
offices  are  he  rely  mrodified  in  that  it  will  not  be  necessary  fcr 
one  person  to"  open,  examine  and  refer  all.  incoming  mail,  except  that 
■  received  under  frank  addressed  to,  a  representative  of  the  office 
who  is  absent.  .  ■  , 

9.       USE  OF  SMALL  EMrELOPES  FOR"  MILING  SINGLE  PAGE  REPORTS  ■ 

The  Division  of  Publioations  calls  attention  to  the  fact  that 
we  are  using  U-l/g  x  9  l/2  inch  manila  envelopes  for  the  nailing  of 
small  pamphlets  and  single  page  reports,  and  suggests  the  use  of  the 
3  1/2  X  6  envelope.    There  is  a  saving  of  60  cents  per  thousand  a-t 
the  present  time  by  the  use  of  the  small  envelope,    when  orders  are 
drawn  on  the  addressing  and.  duplicating  section  for  addressing  ;-.'C-ik- 
in  cases  where  the  material  consists  of  a  single  sheet  the  order 
should  specify  the  use  of  the  3  l/^  x  6  envelope.    ,  ■  \  -  - 

10.        THE  MARKET  REPORTER  - 

From  information  received  it  appears  that  some  of  the  branch 
offices  know  very  little  regarding  the  purpose  and  scope  of  The  Market 
Reporter.    As  this  is  the  official  marketing  periodical  for  the  De- 
partment it  is  expected  that  all  those  in  charge  of  branch  offices 
or  engaged  in  marketing  investigations  or  market  reporting  in  the  Bureau 
either  in  Washington  or- the  field  will  familiarize  themselves  with  its 
contents  regularly. 


It  is  no  longer  necessary  for  field  offices  to  send  to  Washington 
the  envelopes  in  which  The  Market  Reporter  is  received. 
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11.        PERSONNEL  NOTES 


, ADDITIONS 

John  B-.  Alvarado  was  appointed  Investigator  in  Marketing 
Fruits  and  Vegetables,  effect i-ve_'\pril  10,  I92O,  for  assignirent 
to  the  Nev»''Yor-k  office  -of  -  the-  Fruit    and  Vegetable    Division,  Ee 
will  serve  in  connection  with  the  Market  "News  branch  of  th^t 
division.      Mr.  Alvarado  graduated  from  a  military  academy  ana  at- 
tended the  College  of  Mines,  Stanford  University,  and  the  College 
of  Agriculture,  University  of  California.'  He  has  had  extensira 
experience  in  agricultural  work,  managing  various  estates  in  t;he 
United  States  and  inspecting  agricultural  lands  in  this  coxirtrj'' 
and  Europe.      From  I916  to  I9I8  he  was  eraployed  as  Agricultural 
Advisor  at  Pont chartrain  Grove,  Louisiana.    Tor  sorr.e  time  past,  b'e 
has  been  mianaging  orchard  properties  of  his  own'. 


Miss  Marjorie  L.  Franklin  was  appointed  Scientific  Assistant 
in  Marketing,  effective  June  1st,  I920..     She  will  assist  in  .locating 
and  developing  material  to  be  published  in  "The  Market'  Reporter/' 
and  in  general- planning  for  successive  hunbers  of  this  publication. 
Miss  Franklin  received  a  B.  A.  degree  from  Columbia  University  in 
1913,  Fellovv^ship  in  Economics  at  Bryn  Mawr  College  in  1915,  ^^fi 
degree  from  Columbia  University  in  1916'.    During  I9I6  and  I017  she 
acted  as  Tariff  Assistant  in  the  United  States  Bureau  of  Foreign 
and  Domestic  Commerce,  and  from.  IQl?  to  date  has  been  Instructor  in 
Political  Science  at  Vassar,  and  of  Economics  and  Politics  at  Bryn 
Mawr.    At  the  close  of  the  .present  tenn,  she  will  assume  her  duties 
in  the  Bureau. 

J.  Harold  Hoover  has  been  reinstated  as' Food  Products  Inspactor, 
effective  April  1,  I920.    Mr.  Hoover  now  is  in  charge  of  the  Fcoa 
ProdAicts  Inspection  Service  at  St .  Louis.    He  was  previously  en^]  eyed 
as  Assistant  in  Marketing  Fruits  and  Vegetables  in  the  Bureau  frcm 
Dec3mber  12,  1917  to  January  I7,  1020,  and  has  also  had  coraercial 
experience  in  cold  storage  and  ice  manufacturing  plants  and  in  the 
employ  of  a  large  produce  commission  firm. 


5EP\RA?I0N5 

M-  ^  _Vernon  Hayes  Davis,  Field  Agent  in  Marketing,  resigned  -effective 
March  dO,  I920,  to  accept  a  position  as  manager  of  a  large  orchard 
project  m  Ohio.    Mr.  Davis  was  in  charge  of  cur  cooperative  marketing 
activities  in  Ohio. 
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Fred       HofMann,  Field  Agent  in  Marketing,  resigned  effective 
March  2U,  I92O,  to  accept  a  position  with  the  Greater  Terre  Haute  Club, 
Terre  Haute,  Indiana,  as  Director  . of  Marketing  and  Hortic^olture .  Mr. 
HofMann,  who  was  engaged  in  cooperative  marketing  work  in  South  Carolina, 
had  not  been  actively  employed  in  our  service  since  Jmie,  1912,  as  he 
was  on  duty  v^ith  the  Marine  Corps. 

William  C.  Neal,  Specialist  in  Cotton  Clr.ssing,  who  had  charge 
of  the  New  York  office  of  the  Cotton  Division,  resigned  effective 
April  10,  1920,  to  accept  a  position  as  Cotton  Ezvport  with  Robertson 
and  Company,  a  large  cotton  firm  of  New  York, 

Alfred  F.  Grohne .  who  has  been  serving  as  Grain  Sampler  at 
Minneapolis,  resigned  effective  March  IS,  I92O,  to  accept  a  position 
with  a  film  corporation, 

Gustav  Pi  Y/arber,  who  has  been  engaged  in  ixivestiga,tional  and 
research  work  in  the  Dairy  Marketing  project,  has  resigned  effective 
Apfil  30,  1920,  to  accept  a  position  with  the  Federal  Boa.rd  of  Farm 
Organization, 

//  p  ^  

Chief  of  Bureau. 
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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 


BUREAU    OF  MARKETS 


WASHINGTON,   tt.  C. 


'J  . 


-  INFOSMATION  CIRCULAR  VOL.  II,  No,  20. 


Jiine  26,  1920. 


Amendments  to  Hotel  Directory. 


CALIFORNIA 


SAN  IBANCISCO 


Alexander:  Geary  Street,  next  to  the  St.  Francis.  Regular 
rate,  room  with  private  hath  $1.50.  Bureau  of  Markets  representa- 
tives can  obtain  clergy  rates. 


Aiditorium:  Fourteenth  and  Stout  Streets-      $1.25  to  $3.00  - 
European  plan.      This  is  the  newest  of  Denver'^ s  downtown  hotels. 

Kenmark:    Minimum  rates:      room  without  hath,  $1.00; 
with  bath,  $1.50. 


Atlantic:    Quotes  the  following  rates  to  Bureau  of  Markets 
representatives:      Room  with  hath,  $3.00-$3.50~$J4-.00;    without  hath 
$2.00-$2,50-$3.00. 

Drexel  Arms:    Quotes  Government  representatives  rate  of 
$2.00  per  day. 


COLORADO 


DENVER 


ILLINOIS 


CHICAGO 
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Lexington:    Michigan  Boulevard  at  22d  Street,      Quotes  a 
special  rate  of  $1,^50  per  day  for  room  without  bath  to  C-overment 
representatives  if  notified  in  advance.  (3/lC'/2:Cc) 

Plaza,:      Forth  Avenue  &  North  Clark  Street .      Rooms  vvith 
oath,  $2.00  to  $U,50  per  day. 

MMs^;^ClJ._ftai:    Monroe  Street  &  Wabasii  Avenuo.  Rates-* 
without  l-Avvh,  $1,50  to  $2.50;    with  bath,  $3.00  to  $5.00. 
European  plan. 


PSOHIA 


§.W-f:£^.'      Quotes  Department  of  Agriculture  representatives 
rates  of  $l./5  to  $2.75  for  rocn  with  bath. 


INDIANA 
INDIANAPOLIS 


Li^iden:      Rates:      without  bath,  $1 .0C-$1 .5C-$2 .00;  with 
bath    $2 .50 -$3. 00. 


DSS  MOINES 

?!^-A9l.¥^:      Fourth  &  Ccurt  Avenue.      Rates  $1.25  to  $3.00 

European  tr^n,  v  ^ 


LOJIS^'ILLE 

LquLsUl^^  and  01d_Im^H,>_tj2-.:     $1.50  up;    European  plan. 
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LOUISIANA 
NEW  ORLEANS 

Planters:  No  rates  given,  but  manager  states  he  will  make 
a  reduction  of  fifty  cents  per  day  in  the  current  rate  for  travel- 
ing representatives  of  the  Department  of  Agriculttire. 


MICHIGAN 
DETEOIT 

Lincoln:      Rates:      $1,50  up;    outside  rooms  $2,00  up,  Dif' 
ficult  to  obtain  rooms, 

Normandie:      Rate:      $1.50  per  day  up, 

MISSCTTRI 

ST.  Loins 

American  and  Apnext      Market  Street,  between  6th  and  7th. 
Hates:      $2 .00-$3-.50»  rooms  with  bath;  hard  to  obtain  rooms 

at  $2.00  rate.    Equipment  excellent;    service  good.    Highly  recom- 
mended by  a  representative  of  the  Bureau  of  Markets.  (V9/20.) 


ST.  JOSEPH 

Metropole:      Bureau  of  Markets  representatives  can  obtain 
fate  of  $1.25  for  room  without  bath;    $2.00  with  bath. 


KANSAS  CITY 

Rasbach:     Quotes  rate  of  $1.50  per  day  for  Government  rep*- 
resentatives . 


•    ST,  LOUIS 

Warwick:      15th  &  Locust  Streets.    Rooms  with  bath,  ,$2 ,00-$2 .50. 
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NEW  YORK 
BUFFALO 

Brozel:  Rates:  $1.50  for  court  rocms;  $2.00  for  outside 
roonas;  $3.00  for  rooms  v/ith  bath.  These  are  ccmnjercial  rates  and. 
should  "be  asked  for       Bureau  of  Markets  representatives. 

Cheltenham:    Franklin  Street  comer  Chippewa.      Upon  appli- 
cation Government  representatives  v/ill  be  allr.ved  theatrical  rates, 
which  are:      American  plan,  v;ithout  private  bath,  $3.00  up;  v/ith 
private  bath,    $3.50  up;    European  plan,  $1.50  up. 


ROCHESTER 

Eggleston:      I63-165  East  Main  Street.      Qaotes  rate  of  $1.50 
per  day  without  bath;     $2.00  per  day  with  private  bath. 


OHIO 
TOLEDO 

Navarre:    Rates:      without  bath,  $1.25-$1.75  per  day;  with 
bath,  $1.75-$2.00. 


Madison:      MinL-rum  rates:      without  bath,  $1.25;    with  bath 
$3.00.  .  V  ^, 

Monticello:      Rates:      without  bath,  $1.50;    with  bath,  $2.00. 


CINCINNATI 

letT.onole.:    Walnut  Street,  between  6th  and  7th.  Roo-s 
without  oath,  $1.75  up;    with  bath,  $2,00  up.      Famiture  good; 
service  fair.  (Vi7/20) 


CLEVELAND 


Colonial:      Rate:      $2.00  per  day  up. 
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COLUMHJS 

Colxmibus : .  .'  A  well- lighted,  welX-ventilated,  comforta'ble 
coitside  room  with  bath  can  he  secured "■f^br  $2^00,      Interior  finish, 
eqxiipment,  and  fixtures  cheap,  and  service  mediocre.  (V22/20) 

Jefferson;      Rates:'"  $1.25  to  $3.00.      Recently  remodeled. 

OKLAHOMA  ■  ■  - 

■    OKLAHOMA  CITY 

Kinkade:  ■  IJ^-l^.  "I^^est.  GraiJe  Ayenue,      Rooms  without  hath, 
$1.25-$1 .50.;~^ith^,.hatli,  $2.pO--$2..50j'  !  eqi^ipmeht  ,g6od;     service  good 
Recomrnended  "i^  local  representative' of '  Bureku  of  Markets.  (5/10/20) 


'   *     ■     ■  --"^    •  .  ■  ?      /■   OREGON         .      .  .  ,, 

;     .    •  -    PORTLAND  ■    ......       ,      ,  .. 

Multnomah:      Pine  &  5^.  Street's.      Manager  names  a  rate  of 
$2,00  per  day  without  bath;      $3,00  per  day  with  hath'. 

Washington:      Washington  &  Twelfth  Streets.      Offers  Bureau 
of  Markets  representatives  the  clergy  rates,  as  follows:  $1.50 
for  $1.00;    $2.00  for  $1.50, 


PMH^TSYLVANIA 
PHILADELPHIA 

Reading:      Twelfth  &  Market  Streets.      Rates  $2.00  up. 


:      ,      ,  PITTSHJRGH        .  r 

Port  Pitt;    Minimum  rates:"    without  bath,  $3.00j  with 
bath,  $3  .50  up. 

Monongahela;      Minimum  rate  of  $1.50  per  day  for  traveling 
representatives  of  the  Bureau  of  Markets. 
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DALLAS 

Jeffersont      Lowest  rates  $1.50  without  bath;    $2,50  with  bath. 


FORT  WORTH 

Terminal:     Bureau  of  Markets  representatives  can  obtain  rate 
of  $2,00  per  day  for  room  with  bath  by  making  themselves  known  at 
time  of  registering. 


:  GALVESTON 

Tremont :     Eateg:      rooms  without  bath,  $1.C0-$1.50;  with  bath, 
$2.50.     Equipnent  old-fashioned,  bat  good,  service  fair.  (2/2U/20) 


HOUSTON 

Bender:     Hates:    without  bath,,  $1.50  up;  with  bath,  $2.^0  up. 

Cotton:     All  outside  rooms,  with  tiled  bath,  at  $2,00. 
Equipment  good,  modem;    service  excellent.     Reported  by  a  repre- 
sentative of  the  Bureau  of  Markets  as  being  one  of  the  most  satis- 
factoyy  he  hag  ever  seen  for  the  needa  of  traveling  representa- 
tives of  this  Bureau.  (2/25/20) 


WASHINGTON 
SEATTLE 

Barker:     Offers  minimum  rate  of  $1.50  per  day  to  Bureau  of 
Markets  representatives.      Give  advance  notice  before  arrival. 

YAKIMA 


Bonnelly.t     Lowest  rate  $1.50  per  day.     Tor  description  see 
Information  Circular  Vol.  S,  No.  11. 
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SEATTLE 

Lincoln:      Hates:      rooms  with  detached  bath,  $1.00  to  $2.00; 
v^rith  private  hath,  $1.50  to  $3.00. 

Pennington:      Offers  minim-um  rates  of  $1.25  and  $1-50  per  day, 
with  detached  "tath.      For  description  see  Information  Ciroiilar  Vol. 
2,  No.  11. 

Savoj.:      Quotes  rates  to  Bureau  of  Markets  representatives  of 
$2.00  per  day  without  hath,  and  $2.50  per  day  \vith  hath.      For  de- 
scription see  Information  Circular  Vol.  2,  No.  11. 

St.  Reikis:      Room  without  hath,  $1.50-$2.00;    with  hath, 
$2.50-$3,00.      All  outside  rooms. 


TA  COM 

Olympus :      Ninth  &  Pacific  Avenue.      For  description  and  regu- 
lar rates  see  Information  Circular  Vol.  2,  No.  11.      This  hotel  has 
a  commercial  rate  which  the  m.anager  advises  will  he  givt-n  to  Q&vem- 
ment  employes  upon  application. 


Y.AiCIMA 

Savoy;      Quotes  a  rate  for  Bureau  of  Markets  representatives 
of  $1.00  per  day  for  a  good  comfortable  outside  room. 


WISCC51S.I_N 
MILWATirCEE 

lep;AhlLQ?]fi_Jl9jyrSe:      Rates:      without  bath,  $1.50;    vdth  bath, 
$2.50.      Good  caf -'te.r  la.l  in  hotel. 


Chief  of  Bvjreau. 


I 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

BUREAU    OF  MARKETS 
WASHINGTON.   D.  C. 


ITJFOBMATION  CIRCULAR  VOL.  II,  NO.  21 
June  30,  1920 


1.     NEW  ASSISTANT  SECRETARY  OF  AaRICULTURE 

The  Office  of  Information  of  the  Department  has  released 
the  following  news  item: 

Washington,  D.  C,  Jvine  21,  I920 
"Elmer  D.  Ball,  of  the  Iowa  Agricultural  College,  has  been 
appointed  Assistant  Secretary  of  Agriculture.    Mr.  Ball  entered 
upon  the  discharge  of  his  duties  today. 

"The  new  assistant  secretary  combines  the  qualities  of  an 
agrictiltural  scientist  and  a  practical  farmer.    Bom  at  Athens, 
Vermont,  50  years  ago,  he  went  with  his  parents  to  Iowa  when  a 
small  boy,  and  was  brought  up  on  a  farm  in  that  State.  He 
owns  and  operates  a  fann  in  Utah. 

"Since  his  graduation  from  the  Iowa  Agricultural  College, 
Mr.  Ball  has  been  a  teacher  in  agricultural  colleges  and  an 
investigator  of  scientific  and  agricultural  problems.    For  three 
years  after  graduation,  he  was  research  assistant  at  the  Iowa 
Experiment  Station.     In  1S^8,  he  became  associate  professor  at 
the  Colorado  Agricultural  College  and  remained  there  for  four 
years.      From  I902  to  I907  he  was  a  member  of  the  faculty  of 
the  Utah  Agricultural  College,      At  the  end  of  that  period  he 
took  leave  of  absence  and  v/ent  to  the  University  of  Ohio  for 
graduate  work,  receiving  the  degree  of  Ph.  D.      He  then  re- 
turned to  Utah  Agricultural  College  to  accept  the  position  of 
Dean  of  the  college  and  director  of  the  experiment  station. 
He  remained  in  that  position  until  I916,  when  he  became  State 
entomologist  of  Wisconsin,      Two  years  later  he  returned  to 
his  Alma  Mater  as  a  member  of  the  faculty  and  of  the  experiment 
station  staff,  from  which  position  he  was  called  to  Washington 
to  become  Assistant  Secretary  of  Agriculture. 


-2- 


Inf.  Cir.  Vol.  11,  No,  21. 


"He  is  a  Fellow  of  the  /anerican  AsEOciation  for^the 
Advancement  of  Science,  and  cf  tLe  Er^tr^n  o'.'.v.gical  Society  of^ 
America,  ex-president  of  the  AT?,&ricar.  Association  of^iron.-iic 
Entomologists,  and  now  of  the  Ar:;sricai:  C-eietic  Association, 
and  various  other  scientific  societies, 

"   'The  Department  of  AgriOTlt^ne  and  the  agricul t-jr-:'.! 
interests  generally  are  par :.icu.\irj y  f  ort^j:5a':e ' ,  said  r-'...recaiy 
Meredith,   'in  seciiring  the  s'^rrvices  of  a  loan  who  has  gc-.i  a 
wide  knowledge  of  the  agricuitii::'e  cf  the  country,  and  v.ho  is 
so  intimately  familiar  v/ith  the  prohlems  that  the  farmers  have 
to  solve.'  " 


2.      CHANG-E  lU  OF  OPERATION. 

Mr.  L.  C.  O'Brien  who  has  "been  Mr.  iEfeiley's  assistant,  has 
"been  appointed  Private  Secretary  to  Dr.  BalD  ,  the  new  Assistant 
Secretary  of  the  Department.      Mr.  0  Erien's  per-joansnt  successor  has 
rot  yet  heen  selected.      Mr.  ,S:aow,  Chief  Clerk  is  acting  in  charge 
during  the  ahsence  of  Mr.  E^iley  in  the  field. 

3-      NE.CES5IT7  FOR  ECONOI^  FOB  NE77  FISCAL  Tjl^.R. 

In  the  appropriation  for  the  B-j.reau  of  Markets  for  the  fiscal 
year  I921  there  is  a  decrease  of  $272,656.  the  total  for  the  current, 
year  teing  $2,811,365,  and  for  tbe  ensuing  year  $2,535,709-  3?cides 
this  decrease,  the  unexpended  balances  remaining  on  the  continuing 
appropriations  for  the  enforcement  of  the  cotton  fv.tures  Act,  the  en- 
forcement of  the  grain  standards  Act,  and  the  admin  i.^t  rat  ion  of  the 
United  States  warehouse  Act  have  been  practically  exhausted,  and  of  the 
$100,000  new  available  from  the  wheat  price  guaranty  Act,  a  revolving 
fund  of  $30,000  only  remains  to  be  used  by  the  Bureau  during  I921. 

Plans  for  the  work  of  the  Bureau  contamplate  the  carrying 
on  of  practically  all  lines  of  work  which  have  been  conducted  during 
the  current  year.      Although  curtailments  will  necessarily  have  to  be 
made  in  many  places,  it  is  desired  to  continue  the  important  lines  of 
work  with  the  least  possible  loss  in  service  to  the  public. 

The  cost  of  printing,  as  well  as  the  cost  of  sundry  su^o^-lies, 
furniture,  mimeograph  paper,  photographic  material,  etc.,  have  aJ.l  grsatl 
increased.      In  order  that  the  Bureau  may  perform  the  work  which  it 
is  undertaking,  it  will  be  necessary  that  strict  econccry  be  P^actic^d. 
Bnployes  are  urged  to  avoid  waste  in  any  form,  and  hJads  of  divi.-acr.s 
and  sections  are  asked  to  carefully  scrutinize  all  expend! tiires  in  order 
that  the  f-unds  available  may  be  used  to  the  greatest  advantage. 
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^.      REDUCTION  IN  FORCE. 

^  -     It  is  gratifying  to  note  that  although  the  appropriation 
for  the  fiscal  year  I921  has.  "been  reduced,  no  general  reduction  in 
fores,  either  technical  or  clerical,  v/ill  be  necessary.      In  the  great ey 
number  of  instances  we  have  been  able  to  properly  place  those  en^jloyes 
who  were  serving  in  activities  which  have  been  discontinued  or  where  a 
partial  curtailment  of  the  work  has  been  made  necessary,  thus  re- 
ducing the  personnel  by  not  reappointing  to  fill  the  vacancies  caused 
ty  separations  from  the  service. 

However,  with  the  limited  funds  available  for  the  conduct 
of  the  work  during  the  coming  fiscal  year,  it  will  be  necessary  to 
exercise  the  greatest  care  in  the  expenditure  thereof,  particularly 
in  the  creation  of  new  positions.      No  new  clerical  positions  will 
be  approved  without  a  definite  written  statement  from  the  division  or 
project  leader  clesrly  defining  the  necessity  therefor.      In  replac- 
ing the  employes  in  the  technical  or  clerical  grades,  it  is  suggested 
that  every  effort  be  made  to  fill  the  positions  at  the  lowest  consistent 
salary,  giving  the  new  employes  the  less  responsible  assignments  and  ' 
employes  already  in  the  organization  and  well  trained  in  the  work 
the  more'  responsible  duties,  thus  affording'  reasonable  recognition 
in  line  with  the  nature  of  their  duties  and  the  quality  of  their 
services.      Careful  consideration  of  these  problems  and  continued 
cooperation  is  earnestly  requested.  ■ 

5»      HANDLING  OF  FORM  5  VOUCHERS  AND  EXPENSE  ACCOUNTS. 

A  number  of'  complaints  have  been  made  by  field  men  regarding 
unsatisfactory  handling  at  Washington  of  Form  5  vouchers  and  expense 
accounts.      A  conference  of  project  head  clerks  and  others  was  held 
in  the  Washington  office  some  time  ago,  in  an  endeavor  to  determine 
whether  any  action  could  be  taken  which  would  insure  a  more  sympathetic 
handling  of  claims  for  x>^rchases  and  reimbursement  of  traveling  expenses. 
The  necessity  of  eliminating  the  return  of  vouchers  to  the  field  for 
correction  etc.,  more  than  once  was  emphasized.      It  appears  that 
the  most  difficulty  is  experienced  in  the  case  of  Form  5  (purchase) 
vouchers.      The  consensus  of  opinion  at  the  conference  was  that  the  main 
cause  of  -difficulty  is  the  failxire  of  the  field  representatives  to  be- 
come acquainted  with  and  observe  the  requirements  of  the  I''iscal  Regu- 
lations and  that  if  the  explanations  contained  in  letters  of  the  Accortat- 
ing  Officer  returning  vouchers  or  expense  accounts  were  carefully  borne 
in  mind  future  delays  might  be  eliminated.      The  necessity  for  field 
employes  becoming  familiar" with  the  Fiscal.  Administrative  and  Property 
Regulations  cannot  be  too  strongly  emphasized. 
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When  explanations  are  received  in  the  Bureau,-  -they  are  ex- 
amined for  the  purpose  of  seeing  that  they  are  consistent;     that  is, 
whether  the  facts  justify  the  findings.      The  cut-and-dried  statement 
alleging  that  articles  are  needed  for  iiimediate  use  is  sometimes  suh- 
mitted  as  an  explanation  for  the  lack  of  competition.      In  cases  where 
worn-out  furniture  is  to  he  replaced,  or  where  a  thousand  reams  of 
paper  or  a  rug  are  to  be  purchased,  the  requisition  is  returned  to  the 
project  and  attention  called  to  the  above  mentioned  inconsistency.  It 
certainly  cannot  be  successfully  contended  that  there  is  a  real  exigency 
in  such  cases.     The  furniture  did  not  wear  out  siiddenly,  the  rug  is 
not  an  absolute  necessity,  and  only  a  part  of  the  paper  could  be  needed 
for  immediate  use. 

6.      EXCHANGE  07  AUTOMOBILE  PARTS . 

The  Agricultural  Appropriation  Act  for  the  fiscal "year 
beginning- July  1,  I920,  approved  May  3I ,  I920,  contains  the  following 
new  legislation: 

"That  hereafter  the  Secretary  of  Agriculture  may  ex- 
change used  parts,  accessories,  tires,  or  equipment  of  motor- 
propelled  and  horse-drawn  vehicles  in  part  payment  for  new 
parts,  accessories,  tires,  or  equipment  of  such  vehicles 
authorized  to  be  p\ir chased  ty  him,  to  be  used  for  the  same 
purposes  as  those  proposed  to  be  exchanged." 

The  above  provision  became  effective  iTiiiediately  upon  approval  of  the 
Appropriation  Act  and  will  permit  the  various  offices  of  the  Bureau 
to  trade  in  automobile  parts,  accessories,  tires,  etc.,  in  exchange 
for  new  parts.      Under  the  provisions  of  the  Appropriation  Act  for  the 
fiscal  year  I9IS,  motor-propelled  or  horse-drawn  passenger- carrying 
vehicles  may  be  exchanged  for  new  motor-propelled  or  hcrse-drawn 
passenger- carrying:  vehicles  to  be  used  for  the  game  purpose,  but  this 
provision  does  not  extend  to  motor  trucks,  but  under  the  above  quoted 
provision  parts,  accessories,  etc..  of  both  motor  trucks  and  passenger- 
carrying  vehicles- may  be  exchanged.      No  formal  procedure  will  be  re- 
quired in  this  connection  and  where  field  offices  purchase  new  parts 
and  at  the  same  time  can  turn  in  parts  for  which  the  dealer  will  allow 
credit,  this  arrangement  may  be  made.      The  provision  would  not  permit 
the  sale  of  parts  to  one  person  and  the  application  of  the  funds  re- 
ceived in  the  sale  to  be  made  on  the  payment  for  parts  purchased  fran 
another  person.     YJhen  an  expenditure  is  made,  a  Form  5  voucher  pay- 
able^under  the  station  letter  of  authorization,  should  state  the  orice 
ot  the  new  part  and  the  credit  allowed  for  the  -oart  eriven  in  exchange, 
the  amount  of  the  voucher  to  call  for  the  payment  of  the  difference, 
vinen  the  gross  expenditure  exceeds  $50  or  in  other  words  when  the  cost 
01  the  new  part  before  credit  is  taken  exceeds  $50,  bids  must  be  secured 
as  nas  heretofore  been  required  in  connection  with  such  purchases. 
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Some  of  the  automolDile  trucks  are  now  "badly  worn  and  it 
would  be  in  the  interest  of  economy  to  exchange  these  cars  in  part 
payment  for  new  ones.      The  lav/,  however,  does  not  permit  this  and 
the  ahove  provision  for  exchange  of  parts  constitutes  the  only  ex- 
change authority  open  to  the  Department.      Interpretation  of  the 
provision  would  permit  exchange  of  practically  any  part  of  auto- 
mobile and  would  undoubtedly  include  exchange  of  body,  engine  or 
other  parts. 

However,  the  provision  as  to  the  exchange  of  passenger 
vehicles  is  not  of  benefit  to  the  Department  for  the  fiscal  year  ending 
June  30,  1921,  as  Congress  did  not  provide  the  funds  for  this  pur- 
pose.     In  concurring  net  expenses  for  the  maintenance,  repair  and 
upkeep  of  passenger-carrying  vehicles,  that  is,  the  actual  money 
disbursed,  employes  must  keep  v/ithin  the  allotment  made  for  this 
purpose . 

7.      BEMOVAL  OF  NAME  FROM  BRANCH  OFFICE  MAILING  LIST 

Branch  offices  issuing  daily  narket  reports  should  remove 
from  their  mailing  lists  the  name  of  R.  V.  Bailey,  Bureau  of  Markets, 
U.  S.  Department  of  Agriculture,  Washington,  D.  C,  as  the  purpose  for 
which  these  were  required  has  been  served, 

S.      BUREAU  DINNER 

On  J-une  2  the  employes  of  the  Bureau  of  Markets  in  Washington 
gave  a  dinner  at  the  Red  Cross  Cafeteria,  about  250  members  and  their 
friends  being  present.      The  guests  of  honor  were  Secretary  and  Mrs. 
Meredith  and  Mr.  and  Mrs.  Harrison.      An  inspiring  address  was  delivered 
"by  Mr.  Meredith,  and  the  entertainment  and  dance  which  followed  were 
a  great  success.      It  is  expected  that  the  dinner  will  be  an  annual 
feature . 


Chief  of  Bureau. 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

BUREAU    OF  MARKETS 
Washington,  d.  c. 


August  25,  1920. 


INDEX  TO  INFORMATION  CIRCULARS,  VOL.  II,  MMBERS  1  to  21,  INCLUSIVE. 

There  is  attached  hereto  an  index,  by  subjects,  to  Informa- 
tion Circulars,  Vol.  II,  Nos.  1  to  21,  inclusive.  At  the  close  of 
this  fiscal  year  an  index  covering  Vol.  Ill  will  be  issued. 


Acting  Chief  of  Bureau. 


I 


-  1  - 

i'n  D  E  X  . 

IIJ?OHj\IATION  riHCUL-j^R,  VOL.  II.  NOS.  1  TO  21.  ISSTJBD  DURING 

lEE  FIGCAL'  YEM  1920. 

.  •,     .     ...  Nnm'ber  Item 


Accomits , -Address  on  Salary  and  Reimbursement  Vouchers..   15  ^ 

Assessment  for  Administrative  Expenses  for  Fiscal  Year 

1920    f...   6  2 

Copy  of  Form  5  Vouchers  to  'te  Retained  in  Branch 

Office  Files                                      . .                         .  ,  .  1?  5 

Handling  of  J'onn  5  Vouchers  and  Expense  Accounts   21  5 

Itinerary  Reports   ^  5 

Letters  of  Authorization.'   1  3 

Letters  of  Authorization  to  he  Signed  "before  Issuance 

of 'Tran^,portation  Requests   7  1 

Motor  Vehicle  Expense   10  ^ 

Overdrawing  Lettsrs  of  Authorization....,...*   3  ^ 

Preparation  of  Field  Pay  Rolls   18  1 

Preparation  of  Sala.ry  Vouchers   10  5 

Purchasing  Ink  in  Field.  ..........  —                                .  6  o 

Regi catering  Transportation  Requests.                                 .  19  3 

Salary  Liabilities  ■   5  9 

Salaries  of  Temporary  Telegraph  Operatofs             •  •;   3  T 

Telephone  Bills.  '                       .  .  .'  •   3  3.2 

-  3 

Vouchers  and  Accounts   13  1 

Vouchers  for  Small  Sums............  ■.   12  3 

Adding  Machines,  XhtO-  of .  .  ,  ■  ^5  IT 

Addition  of  Names  to  Mailing  Lists   .  ,.   15  10 

Address  on  Salary  and  Reimbursement  Vouchers   15  ,  ^ 


Addresses , -Boston  Branch  Office. 

Illegible  

Lessors '  

On  Intra-Bureau  Papers 
Telegraphic  for  Bureau 
Telegraphic  for  Field. 

Mdressing  and  Duplicating  Section, 

Demands  upon,  to  be  Reduced 

Mailing  List  Work  

Work  of  the   


Ik 

1 

6 

S 

1 

.  7 

7 

6 

3 

.10 

5 

6  3 
5  16 

12  •  5 


-  2  - 


Kum'ber  Item 

Addressing,  Duplicating,  etc., -Orders  for   5  12 

Addressing  of  Shipments  coming  into  Washington   5  17 

Administrative  Assistant  in  Charge  of  Operation 

Inspection  of  Office  Methods  in  Branch  Office  "oy   1^  12 

Visits  to  Branch  Offices   13  1 

Administrative  Expenses,  Assessments  for, -for  Fiscal  Year  I920   6  2 

Agents,  Mailing  Lists  of  Co-unty     3  5 

Agricultural  Appropriation  Bill  for  Fiscal  Year  I92I   IT  H 

Amendment s , -To  Bureau  Inventory  List   IT  7 

To  Hotel  Directory   16.  20 

Annual  Leave  for  Resigning  Employes   3  ^ 

Appearance  of  Daily  Market  Reports                                                                8  6 

Appointment  of 

Chief  for  the  Bureau  of  Markets   1^  1^ 

Mr.  Montgomery  as  Assistant  to  Chief  of  Bureau   IT  1 

Appointments , -Approved  in  Advance  by  Secretary   12  2 

Termination  of   5  7 

Appropriation  Bill  for  Fiscal  Year  I92I,  (Agricultural)   17  H 

Appropriations, -Necessity  for  Economy  for  Fiscal  Year  (1921)   21  3 

Articles  that  are  Lost  in  Transit , -How  to  Charge   19  T 

Assessments  for  Administrative  Expenses  for  the  Fiscal  Year  I920   6  2 

Assistance  in  Branch  Office  Operation   13  1 

Assistant  Secretary  of  Agriculture,  E.  D.  Ball   21  1 

Assistant  Secretary  of  Agriculture,  James  R.  Riggs   5  1 

Assistant  to  Chief  of  Bureau, -Appointment  of  Mr.  Montgomery   IT  1 

Attaching  Protective  Sheets  to  Typewritten  Letters   6  h 


-  3  - 


Number 


Authorization, -Letters  of  ' 

Overdrawing  '.'  ;  '   3 

Permanent  and  Teniporary  Assignments                    .  .                 .  1 

To  be  Signed  before  Issuance  of  Transportation  Requests .  7 

Automobile  Parts , -Exchange  of . .   21 

Automobiles, -Personal  Use  of  Bureau  .  ^ 

B  - 

Ball,  Elmer  D,  ,  Assistant  Secretary  of  Agriculture   21 

Bids , -Letters  Transmitting  Specifications,  Bids,  and  Purchase 

Orders  '  

Bill  of  Lading  Record  "   IS 

Bills  of  Lading  on  Express  Shipments,  Use  of  Government   5 

Bills,  Telephone   3 

15 

BM-2I+  and  BM-26,  Reference  Slips  and  Special  Slips    5 

Board  of  Avvards , -Letters  to. -transmit ting  Specifications  or 

Bids  and  Exigency  Statements     Ik 

Board  of  Surveys  and  Maps  of  the  Federal  Government..   15 

Boston  Branch  Office  Addresses                                                               .  Ik 

Branch  of  Operation, -Changes  in.-   13 

21 

Designation  of  Head  Clerk  .  -   1^ 

Branch  Office , 

Addresses   1^ 

Directory  ■  •  •'   2,9 

Files,  Copy  of  Form  5  to  be  Retained  in   17 

Files,  Method  of  Handling,  BM-7G..   k 

Mailing  List,  Removal  of  Name  from  (R.  V.  Bailey)   21 

Operation,  Assistance  in.   13 

Personnel  Records   -^"7 

Vouchers,  Carbon  Copies  of  BM-UO   l'^ 


_  1+  - 


Branch  Of f ices, - 

Eareau  Memoranda  to  "be  on  File  in   1?  o 

Carbon  Copies  of  Letters  Prepared  in   13  ^ 

Inspection  of  Office  Methods  in,  by  Administrative  Assistant 

In  Charge  of  Operation   1^  12 

Listings  of  Bureau  Branch  Offices  in  Local  Telephone 

Tirectories   12  2 

Modification  of  Regulation  for  Opening  Mail  in   19  S 

Opsmng  Mail  in   6  7 

Photographic  Work  for   IS  7 

Preparation  of  Field  Pay  Rolls  and  Personnel  Records   IS  1 

Red-iccion  in,  since  Jijine  30>  19^9   7  3 

Routing  Mail  in   1  8 

Supplies  Ordered  by  Branch  Offices  for  Use  of  the 

Wc.shington  Office   1  9 

Telegraphers  at   5  13 

Towel  Service  at  ,   S  9 

Bureau  Activities , -Reduction  of   7  3 

Bureau  Dinner   21  S 

Bureau  Inventories, -Method  of  Handling  Discrepancies  in   19  2 

Bureau  Inventory  List , -Amendments  to   17  7 

Bureau  Memoranda  to  he  on  File  in  Branch  Offices   17  6 

Biu-eau  Memorandun  No.  159»-I5ouhle  Spacing  Two  or  Three  Line 

Lecters   3  U 

Bureau  of  Markets, - 

Telegraphic  Address  of   3  10 

The  Past  Six  Months  in  the   I3  3 

Bureau  Operating  Regulations, -Handbook  of   I9  1 

Bureau  Reorganization, -Fruit  and  Vegetable  Division  Created   12  1 

Bureau  Telephone  Directory   I9  5 

Bureau  Trucks ,-Uf-,e  of,  in  Cities  Outside  of  Washington 

for  Delivery  of  Packages   I5  15 

C  - 

Cameras, -Re  si  gnat  ion  of  Employes  Charged  with  Government   IS  5 

Carbon  Copies  of  Form  BM-Uo   II4.  5 


-  5  - 


Nim"her  It?. 


Carbon  Copies  of  Letters  Prepared  in  Branch  Offices   I3  U 

Changes  in  Branch  of  Operation  ,   I3  2 

/. '  ' '  •                     ■  •  21  2 

Charts, -Preparation  of  Graphic.    g  2 

Checking  Loans  of  Equipment Leave  Taken ,  and  Mailing  Lists 

Before  Separations  from  the  Service,.  ,    3  2 

Cheesecloth, -Use  of  Cotton  Waste  in  Place  of,  on  Mimeographs   U  3 

Chief  for  the  Bureau  of  Markets,  Appointment  of   lU  16 

Chief  of  Bureau, -Attaiching  Protective  Sheets  to  [I^ypevjritten 

Letters  for  Signature  of  Secretary   S  k 

Christmas, -Half  Holidays  hefore   10  1 

City  Committees, -Selection  of  Officers  of,  for  Fiscal  Year  (IPSO)   1  5 

Civil  Service  Registers .-Restoration  of  Names  of  Stenographers 

and  "typists  to   3  ^ 

Clerical  Efficiency  Committee   .7.  ,5 

15  It 

Clips, -Disposal  of  .  I5  li 

Committees , -Selection  of  Officers  of  City  and  Joint  Operating 

Committees  for  the  Fiscal  Year,  1920   1  5 

Communications  Regarding  Undelivered  Purchase  Orders.   15  7 

Confidential  Records, -Safeguarding   I9 

Congress  , -Request  Made  Upon,  for  Removal  of  Salary  Limit^'tions.  ,  . .  .  .  .  IS  6 

Cooperative  Marketing  Work   15  1- 

Copy  of  Form  5  Voucher  to  be  Retained  in  Branch  Office  Files   17  5 

Correspondence , - 

Addresses  on  Intra-Bureau  Papers. ..   7  ^ 

Attaching  Protective  Sheets  to  Typewritten  Letters 

for  Signature  of  Secretary   6  ^ 

Carbon  Copies  of  BM-UO   '   1^  ? 


-  6  - 


Correspondence  ( Cont . ) 

Carbon  Copies  of  Letters  Prepared  in  Branch  Offices. . 
Copy  of  Form  5  Voucher  to  "be  Retained  in  Branch 

Office  Files  

Double  Spacing  Two  or  Three  Line  Letters  

Name  Typewritten  Under  Signature  

Opening  Mail  in  Branch  Offices  

Protective  Sheets  Need  Not  be  Attached  to  Typewritten 

Matter  

Suggestions  for  the  Practice  of  Economy  

Cotton  Waste,-  Use  of,  in  Place  of  Cheesecloth  on  Mimeographs.  . . 

County  Agents, -Mai ling  Lists  of  

Cups, -Sanitary  Drinking  


D  - 


8 

6 

6 

9 

15 

2 

15 

1^ 

Demands  Upon  Addressing  and  Duplicating  Section  and  Upon 

6 

3 

14 

Dictating  Machines, -Use  of,  in  connection  with  practice  of  econocy. 

U 

1 

21 

8 

Hotel  

•  2.9 
19 

,11,16,20 

5 

7 

7 

Discontinuing  Temporary  Stations  

> 

Discrepancies  in  Bureau  Inventories,  Method  of  Handling  

.  19 

Number  Item 

.      13  ^ 

17  5 

5  ^ 

.      6  7 

19  s 

19  6 

U  1 

.      ^  3 

3  5 

.      6  5 


-  7  - 


Division  Inventory  Records   g  5 

Division  of  t'cibli  cat  Ions, -Index  Service  of  the   10  11 

Division  of  Telegraphic  Business  »   3  5 

5  12 

Division  Personnel  Record,  Form  EM-76. ,  ,   4  If 

Double  Spacing  Hwo  or  Three-Line  Letters   3  Ij, 

Drinking  Cups , -Sanitary . . ,   6  5 

Duplicating, -Orders  for   5  Ig 

E  - 

Economy  Envelopes   1  U 

Necessity  for,  Fiscal  Year  I9 20                           .  i   21  3 

Suggestions  for  the  Practice  of   U  1 

Economies  in  Mimeographing   5  15 

Efficiency  Conmittee,- 

Clerical,  for  Si::  Months  ending  December  3I,  I919...   7  2 

Clerical,  for  Six  Months  ending  June  30,  1920   I5  16 

Efficiency  Reports  for  Field  Etoployes   3  11 

Elevators, -Use  of,  Prohibited  v^en  Authorized  Operators  are 

not  present   7  5 

Elimination  of  ^^000  Pound  Maximum  Weigjit  Limit  on  Shipment  of 

Household  Furniture.   1^  10 

Etoployes, -Reduction  in  Bureau   7  5 

Report  on  Number  of  Eaployes  and  Mount  of  Office 

Space  in  Washington  ,   1  1 

Within  the  B\ireau,  Transfer  of   1^  7 

Envelopes ,  -Economy  ♦   1  ^ 

Ordering  of  Manila   15  9 

Use  of,  for  Mailing  Single  Page  Reports   I9  9 

Used  for  Mailing  The  Market  Reporter  to  Branch 

Offices  and  Field  Employes  of  Bureau    1^  11 


-  g  - 


Kumber  Iter 


Epidemic  Handicap  to  Bureau  Work   1^  15 

Equipment , -Checking  Loans  of   3  - 

New  Form  of  Piorchase  Orders   1  2 

Stored  in  Cities  Outside  of  Washington   17  3 

To  be  Secured  from  other  Services  of  the  Government   3  I3 

Unused  Porniture  and   17  2 

Exchange  of  Automobile  Parts   21  6 

Exigency  Statements , -To  Accompany  Purchase  Orders  Submitted  for 

Approval  by  the  Secretary   lU'  9 

Expense  Accotints,- 

Handling  of   21  5 

Motor  Vehicle   10  k 

Expenses, -Administrative, -Assessments  for,  for  the  Fiscal  Year  I52O..  6  2 

Express  Shipments, - 

Necessity  for  Properly  Marking   Ig  3 

Use  of  Government  Bills  of  Lading  on   5 

F  - 

Federal  Buildings  ,-Space  in  ,   1  6 

Field  Employes,-  Efficiency  Reports  for   3  11 

Field  Offices,-  Photographic  Work  for   Ig  7 

Field  Pay  Polls   Ig  1 

Field,-  Telegraphic  Address  for   5  iW 

Files ,  Branch  Office   I4.  U 

Fiscal  Regulations, - 

Amendments  to.  Paragraphs  5  and  So  (0,P,Q)  Letters  of 

Authorization   1  - 

Secretary's  Memorandum  No.  296  amending 

Paragraph  g9,-  Transportation  Requests   lU  c 

Secretary's  Memorandum  No.  297  amending 

Sections  (P)  and  (r)  Elimination  of  5,000  pound 

Maximum  Weight  Limit  of  Furniture   ih  IC 


-  9  - 

'  .  ■* 
•     ■  '  i< 

Nurnber 

Fleet  Naval  Reserve , -Leave  of  Absence  for  Members  of   17 

Force,-  Reduction  in  ■               .  .  .   21 

Form  5  Voucher,-  Copy  to  be. retained  in  Branch  Off  ice  Files   17 

Handling  of  '   21 

Forms , -  .     '  ■  - 

BM-2^+ ,  Special  Slips   ... 5 

HVI-25,  Roccinmendations  Regarding  Separations  from 

Service   S 

BM-26,  Reference  Slipp   5 

BM-395  Notation  made  when  Articles  are  not  Received   I9 

mi-kO,  Carboncopies  of   ih 

BM-6U,  Record  Slips  for  .Photographs   ....  3 

'BM-7^,  Requisitions  for  Photographic  Work   3 

BM-76,  Division  Personnel  Record,   h 

■  IT 

IS 

gU-A,  gU-B,  SU-C,  used  in  Connection  with 

Issuance  of  Transportation  Requests   1^+ 

BM-S6,  Use  of  Personal  Charge  Card.                                 ..  I5 

1M-S7,  Bill  of  Lading  Record   IS 

Forms  Used  in  Connection  with  Issuance  of  Transportation  Requests..  1^ 

Franking  Privilege ,  -  Misuse  of ......   '  5 

Fruit  and  Vegetable  Division  Created.  .-,  ,   12 

Furniture, -Elimination  of  5>000  Pound  Maximum  Weight  Limit  on 

Shipment  of  Household                                                 .  .  .  1^ 

And  Equipment ,-  Unused. ,     17 

G  -                                                  ....                      ■                      '  ' 

Glass  Tops  for  Desks,-  Purchase  of   10 

Government  Bills  of  Lading  on  Express  Shipments,-  Use  of..   5 

Graphic  Charts,-  Preparation  of   g 

H  -  /        -  :  .    '  ■ 

Half  Holidays  before  Christmas  and  New.  Year's  Days.   10 

Handbook  of  Bureau  Operating  Regulations.   19 


-  10  - 


Handling  of  Form  5  Vouchers  and  Expense  Acco-unts  

Handling  Requests  for  Publications  

Hay  and  Feed  Weekly  Market  Review  Discontinued  

Hay,  Feed  and  Seed  Division  

Head  Clerk,  Branch  of  Operation, -Designation  of  

Live  Stock  Division  

Hotel  Directory  •  

Hotel  Information  

Household  Furnitvire , -Elimination  of  5,000  Po\md  Maximum  Weight 
Limit  on  Shipment  of  

How  to  Charge  Articles  that  are  Lost  in  Transit  


I  - 

Illegible  Addresses   ^  S 

Index  to  Service  of  the  Division  of  Publications   10  H 

Information  Circular,-  New  Issue  for  Fiscal  Year  1920  ••••  ^  ^ 

Ink,-          A.  B.  Dick  #76?   8  6 

P\ar chasing  in  the  Field   6  6 

Inquiries  to  Secretary's  Office   5  3 

Inspection  of  Office  Methods  in  Branch  Offices  by  Administrative 

Assistant  in  Charge  of  Operation   1^  12 

Intra -Bureau  Packages ,-  Delivering   15  1^ 

Papers,-  Addresses  on   7  ^ 

Inventories,-  Method- of  Handling  Discrepancies  in  Bureau   19  2 

Serial  Numbers  to  be  Sho^^al  on   17  10 

Inventory  List,-  Amendments  to  Bureau   17  7 


Number  Itrja 

.      21  5 

10  g 

g  U 

7  ^ 

15  S 

.     Ik  ih 

.     17  9 

.11,16,20 

U  6 

lU  10 

-     19  7 


-  11  - 


]fem"ber  Ttejn 

Inventol-y  Records, - 

CarlDon  Copies  of  Form  BM-Uo   ll4-  5 

Division   g  5 

Itinerary  Reports     14  5 

10  3' 

J  - 

Joint  Offices,-  Supervision  of  Machine  Rooms  at...  -  S  S 

Joint  Operating  Committees,-  Selection  of  Officers  of,  for  Fiscal 

Year  I92O                                                                          .  1  5 

L  - 

Leave, - 

Annual,  for  Resigning  Employees   3  6 

Checking   3  2 

Of  Absence  for  Members  of  Fleet  Naval  Reserve   17  S 

Lessors'  Addresses   1  7 

Letters,-    Attaching  Protective  Sheets  to   6  k 

Double  Spacing  Two  or  Three-Line  ,   3 

Prepared  in  Branch  Offices,  Carbon  Copies  of   I3  U 

Protective  Sheets  Need  not  be  Attached  to  Typewritten...  I9  6 

Transmitting  Specifications,  Bids  and  Purchase  Orders...  ik  Q 

Typewriting  of  Name  under  Signature....   5  ^ 

Letters  of  Author iz at ion, - 

Disconti ruing  Temporary  Stations   5  5 

Overdrawing   3  ^ 

Permanent  and  Temporary  Headquarters   1  3 

To  be  Signed  Before  Issuance  of  Transportation  Requests .  7  1 

Liabilities,-  Salary..,.....,  :   5  9 

Listings  of  Bureau  Branch  Offices  in  Local  Telephone  Directories...  IS  2 

Live  Stock  Division,-  New  Head  Clerk   17  9 

Loans  of  Equipment,-  Checking   3  2 

Lost  in  Transit,-  How  to  Charge  Articles  that  are   I9  7 

Lost  Shipments,-  Tracing     ih  2 

15  5 


-  12  - 


Number  ^tenr 

M  - 

Machine  Rooms  at  Joint  Offices,-  Supervision  of   2  S 

Mail,-         Opening,  in  Branch  Offices   -  7 

19  g 

Routing  in  Branch  Offices   1  S 

Mailing  Lists,-  Addition  of  Names  to   15  10 

And  Records ,  Safeguarding.   1^  ^ 

Checld.ng,  Before  Separations  from  Service   3  2  ' 

Of  Co-unty  Agents   3  5 

Removal  of  Name  from  Branch  Office  (R.  V.  Bailey)   21  7 

Manila  Envelopes,-  Ordering  of   15  9 

Manuscripts  for  Outside  Puhlication, -  Submission  of   5  S 

Maps  for  Board  of  Surveys  and  Maps  of  the  Federal  Government   15  13 

Market  News  Service  on  Fruits  and  Vegetables   12  1 

Market  Reporter,-  Announcement   S  1 

Familiarity  with  Contents  .   I9  10 

Return  of  Envelopes  Used  for  Mailing  the  'Reporter  to 

Branch  Offices  and  Field  Employes  of  the  Bureau   lU>  11 

Market  Reports,-  Appearance  of  Daily.  '   8  6 

Market  Review,-  Hay  and  Feed  Weekly  -  Discontinued   7  U 

Marketing  Work,-  Cooperative   I5  12 

Material,-  To  be  Secured  from  other  Services  of  the  Government   3  I3 

Maximum  Weight  Limit  in  Shipment  of  Household  Furniture,- 

El iminat ion  of  5,000  Pound.  ..   lU  10 

Members  of  Fleet  Naval  Reserve,-  Leave  of  Absence  for     ..  17  Z 

Memoranda,-  Addresses  on  Intra-Bureau  Papers...   7  6 

To  be  on  File  in  Branch  Offices   17  6 

Memorial  Fund,-  Ware  Heroes   5  2 


-  13  . 

Meredith,  E.  T.,  New  Secretary  of  Agricult-are   15 

Messages  Addressed  "Care  Western  Union"  ,   IS 

Method  of  Handling  Discrepancies  in  Bioreau  Inventories   I9 

Mimeograph,-  Appearance  of  Daily  Market  Reports  made  on   S 

.Mimeograph  Ink,- .F,ir chased  "by  Branch  Offices  for  use  of. 

Washington  Office .   1 

Tests  on  Various  Kinds  of   h 

Mimeograph  Paper  and  Manila  Envelopes,-  Ordering  of   15 

Mimeograph  Reports  ,  .  I5 

,17 
IS 

Mimeograph  Stencil  Cutting   12 

Mimeographing,-  Economies  in  '.  .  5 

Mimeographs,-  Use  of  Cotton  Waste  on,  in  Place  of  Cheesecloth......  h  ■ 

Misuse  of  Franking  Privilege. ......   5 

Montgomery,  Edward  Q.-  Appointment  of,  as  Assistant  to  Chief  of 

Bijreau. ,   17 

Motor  Vehicle  Expense  Accounts.......  '. .  10  ■ 

N  -  ^ 

Name  Typewritten  Under  Signature   5 

Naval  Reserve,-  Leave  of  Absence  for  Members  of  Fleet.....   17 

Necessity  for  Economy  for  Fiscal  Year,  I92I    ,  21 

New  Assistant  Secretary  of  Agriculture,  E.  D.  Ball,   21 

New  Assistant  Secretary  of  Agriculture,  James  R.  Riggs...   5 

New  Form  of  Purchase  Orders,.  .  ,  ,  ,   1 

New  Forms  Used  in  Connection  with  Issuance  of  Transportation 

Requests   1^ 


- 1^  - 


I'Tuin'ber  Ite- 


New  Head  Clerk,  Live  Stock  Division   17  9 

New  Issue  of  Information  Circular  for  Fiscal  Year  I920   6  1 

New  Secretary  of  Agriculture,  E.  T.  Meredith   15  1 

New  Year's  Day,-  Half  Holiday  Before   IC  1 

Numbers  to  "be  Shown  on  Inventories,  Serial   1?  10 

0  - 

Office  Space  in  Washington,-  Report  on  Numter  of  Employes  and 

iimount  of   1  1 

Opening  Mail  in  Branch  Offices   6  7 

19  g 

Operating  Regulations,-  Handbook  of  Bureau   I9  1 

Ordering  of  Mimeograph  Paper  and  Manila  Envelopes   15  9 

Orders,-     New  Form  for  Purchase  Orders.....   1  2 

For  Addressing  and  Duplicating,  etc   5  IS 

Outgoing  Telegrams   10  10 

-  Overdrawing  Letters  of  Authorization   3  1 

P  -  ' 

Packages  Intra-Bureau,-  Delivering   I5  lU 

Paper  Clips,  Disposal  of   I5  11 

Paper,-  Economies  in   3  k 

Ordering  of  Mimeograph   I5  9 

Pay  Rolls,-  Preparation  of  Field   Ig  1 

Per  Diem,  -  Proposed  Increase  for  Fiscal  Year  I921   17  11 

Permanent  Stations,-  Designation  in  Letters  of  Authorisation   1  3 

Personal  Charge  Card  Form,  -  Use  of  BI/I-SS   I5  6 

Personal  Use  of  Bureau  Automobiles   U  7 
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Personnel, - 

Branch  Office  F.tles, 


Recommendations  Pegarding  Separations  from  the  Service 


Safegaarding,  Folders  and  other  Confidential  Records. 


Preparation  of 

Field  Pay  Rolls 
Ora-phic  Cha,rts; 


Proper ty,- 

Assigaed  to  Projects  

Checking  Loans  of  T^qLuipment ,  before  Separations 

from  the  C-rr;rviop  

How  to  Charp;:!  A'rticles  that  are  Lost  in  Traixsit, 


Stored  in  Cit.l.^3  Outside  of  "aahiui/ton  , 

Use  of  Personal  Charge  Card  Form,  ... 

Protective  Sheets, - 

Attached  to  TjT)ev/ritten  Letters.  

Need  Not  be  Attached  to  Type-vritten  Letters 


NijjTib.er 

Item 

u 

7 

7 

14- 

13 

IS 

17 

12 

IS 

•  12 

"1 

11 

s 

3 

17 

1; 

IS 

1 

s  ■ 

7 

1 

3 

19 

U 

3 

3 

6  _ 

3 

1 

3 

3 

14 

s 

10 

2 

IS 

1 

8 

2 

lU 

5 

S 

5 

3 

2 

19 

7 

19 

2 

10 

9. 

10 

0 

17 

3 

15 

6 

6 

U 

19 

6 
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N-uni"ber  lt?n: 

Publications,- 

Handling  Requests  for                                                               g  U 

-     •               ■     ■                                                                        10  S 

■  Index  Service  of  the  Division  of                                          10  11 

Fjrchase  of  Glass  Tops  for  Desks                                                             10  7 

Purchase  Orders,- 

ComnTjni  cat  ions  Regarding  Undelivered                                   I5  7 

"  letters  Transmitting                                                               lU  9 

New  Form  for  •  •  •  •  •       1  2 

Purchases  at  End  of  Fiscal  Year...,                                                         18  8 

Purchasing  Ink  in  the  Field                                                                       6  6 


E  - 

Rates,-  Telephone  Service   1^ 

Recommendations  Regarding  Separations  from  the  Service   8 


7 


Records  ,-    Property.  .   10 

Sc-f eg'uarding  Confidential   I9 

'  Safeguarding  Mailing  Lists  and   lU-  U 


Reduction  in  Force   21  ^ 

Reduction  of  Bureau  Activities   7  3 

Reference  Slips  and  Special  Slips,  BM-26,  EM-2U   5  11 

Registering  Transportation  Requests   I9  3 

Regulations,-  Handhook  of  Bureau  Operating   I9  1 

Reimbursement  and  Salary  Vouchers,-  Address  on   15  ^ 

Removal  of  Name  from  Branch  Office  Mailing  List  (R.  V.  Bailey).  ...  21  7 

Report  of  Nmiber  of  Employes  and  Amount  of  Office  Space  in 

-Washington   1  1 

Reports,- 

Appearance  of  Daily  Market   g  6 

From  Reviewing  Section   5  10 

Itinerary  •.   4  5 

10  3 


-  17  - 


Request  Made  Upon  Congress  for  Removal  of  Salary  Limitations......  15 

Requests  for  Pablications ,-  Handling   2 

10 

Requisitions,- 

Coimunications  Regarding  Undelivered  Purchase  Orders.  .  .  15 

■  New  X^orm  for  Purchase  Orders   1 

Place  of  Delivery  on  Subre  qui  sit  ions   lU- 

Resignation  of  Employes  Charged  with  Government  Cameras   IS 

Resignations,-  BM-25  to  Pay  Roll  Clerk   2 

Resigning  Employes,-    Annual  Leave  for   3 

Restoration  of  Names  of  Stenographers  and  Typists  to  Civil 

Service  Registers   3 

Return  of  Envelopes  used  for  Mailing  The  Market  Reporter  to  Branch 

Offices  and  Field  Employes  of  the  Bureau   lU 

Reviewing  Section,-  Reports  from,  Week  Ending  August  25,  19^9   5 

Roaches  and  Waterbugs,-  Preventative  of..   S 

Routing  Mail  in  Branch  Offices   1 

S  - 

Safeguarding,-  Mailing  Lists  and  Records.    1^ 

Personnel  Folders  and  other  Confidential  Records...  I9 

Property  which  may  be  Easily  Stolen   10 

Salaries  of  Temporary  Telegraph  Operators   3 

Salary, - 

And  Reimbursement  Vouchers,  Address  on   I5 

LiE-Vllities   5 

L.lr.ri  ■■■.ations ,  Request  made  upon  Congress  for  Removal  of.  IB 
To  b3  Held  Up  on  Separations  from  the  Servr.ce  until  all 

Frcperty  Charged  to  employe  is  accounted  for   3 

Vouchers,  Preparation  of  .   10 

Sanitary  Drinking  Cups   6 


Secretary,-  Attaching  Protective  Sheets  to  Typewitten  Letters 

for  Signature  of  

Secretary  of  Agriculture,-  E.  T.  Meredith  

Secretary's  Office,-  Inciuiries  to  

Seed  Marketing  Investigations  ••  

Selection  of  Officers  of  City  and  Joint  Operating  Committees 

for  the  New  Fiscal  Year  

Separations  from  Service, - 

Checking  Loans  of  Eq.uipment,  Leave  Taken,  and  Mailing 

Lists  before,  

Reconmendations  Regarding  

Serial  Numbers  to  be  Shewn  on  Inventories  

Shipments,-  Coming  into  Washington,  Addressing  of  

Tracing  Lost.  .■  

Space ,  - 

In  Federal  Buildings  

In  TAtiehington,  Report  on  N-umber  of  Employes  and 

Amxmt  of  Office  Space  in  Washington  

Reduction  in,  in  Connection  with  Practice  of  Economy. .  .  . 

Spacing,-    Double  Spacing  Two  or  Three-Line  Letters  

Special  Slips  -  BM-26  and  Reference  Slips  EM-2U,-  Misuse  of  

Specifications,-  Letters  Transmitting  Bids,  Purch.ase  Orders  and.... 

Stencil  Cutting,-  Mimeograph  

Stenographers  and  Typists,-  Restoration  of  Names  of,  to  Civil 

Service  Registers  

Stenographic  Pool,-  Use  of  

Submission  of  Manuscripts  for  Outside  Publication  

Subreq.ui3itions ,-  Place  of  Delivery  on. .  .  

Subsistence,-  Proposed  Increase  in  Allowance  for  
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Number  Item 

Suggestions  for  the  Practice  of  Economy  k  -  .  1 

Supervision  of  Machine  Rooms  at  Joint  Offices  , . .  .  .      B  g 

Supplies,- ■       •  ... 

New  Form  of  Purchase  Orders .............                               1  2 

Orderad.by  Branch  Offices  for  use  of  the  Washington 

Office    . .  :                 1  9 

To  be  Secured  from  other  Services  of  the  Government               3  ^3 

Surveys.-    Board  of  Surveys  and  Maps  of  the  Federal  Government   15  13 

T  - 

Telegrams, -For  Signature  of  Secretary  .  .  , . ,   IS  10 

Messages  Addressed  "Care  Western  Union" .................  IS  i  9 

Outgoing   10  10 

Telegraph  Operators,-  Salaries  of  Temporary  J.............                3  7 

Telegraphers  at  Branch  Offices  ^. .  . .      5  13 

Telegraphic, -Address  of  Bureau  '                                  3  1*^ 

Addresses  for  Field                                                                     5  1^ 

Business ,  Division  of                                                               3  9 

5  12 

Wires,  Reduction  i.n                                                                  7  3 

Telephone,- 

Bills  3  12 

15  3 

Directory,  Bureau   I9  3 

Listings  of  Bureau  Branch  Offices  in  Local  Telephone 

Directories   18  2 

Service  Rates   1^+  3 

Temporary  Headquarters,-  Designation  in  Letters  of  Authorization...      1  3 

Temporary  Stations ,-  D5.scontinuing  of ...                                                 5  5 

Terminations  of  Appointments ,- 

B/I-25  To  Pay  Roll  Clerk  .i.   .  .      S  3 

To  be  made  by  Secretary.  . . .                                                       5  7 

The  Addressing  of  Shipments  Coming  into  Washington                                  5  17 
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Number  Item 

The  Index  Service  of  the  Division  of  Puhli  cat  ions   10  11 

The  Market  Reporter  •   ^  ^ 

19  10 

The  Past  Six  Months  in  the  Bureau  of  Markets   13  3 

The  Work  of  the  Addressing  and  Duplicating  Section   12  5 

Thompson,  Prof.  C.  W.,-  Death  of   15  2 

Towel  Service  at  Branch  Offices   S  9 

Tracing  Lost  Shipments   1^  2 

15  5 

Transfer  of  Employes  within  the  Bureau    1^  7 

Transportation  Req,uests,- 

Letters  of  Authorization  to  "be  Signed  Before 

Issuance  of   7  1 

New  Forms  in  Connection  with  Issuance  of 

Transportation  Requests   1^  ^ 

Registering   19  3 

Trucks,-  Use  of  Bxireau,  in  Cities  Outside  of  Washington  for 

Delivery  of  Packages   15  15 

Typewriting  of  Names  Under  Signature   5  ^ 

Typewritten  Letters, - 

Attaching  Protective  Sheets  to   6  U 

Protective  Sheets  Need  not  be  Attached  to   19  6 

Typists  and  Stenographers,-  Restoration  of  Names  of,  to  Civil 

Service  Registers   3  S 

U  - 

Undelivered  Purchase  Orders,-  Communications  Regarding   15  7 

Unused  Furniture  and  Equipment   17  2 

Use  of  Adding  Machines   I5  17 
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Fi;.ni"ber  J-tej 

Use  of  B-'jirean  Trucks  in  Cities  Outside  of  Washington  for 

Delivery  of  Packages  *  15  15 

Use  of  Cotton  Waste  in  Place  of  Cheesecloth  on  Mimeographs   U-  3 

Use  of  Elevate r.3  Prohihited  when  Authorized  Operators  are 

not  Present   7  5 

Use  of  Government  Bills  of  Lading  on  Express  Shipments   5  19 

Use  of  Personal  Charge  Card  Form,-  BM-26   I5  6 

Use  of  Small  Envelopes  for  Mailing  Single  Page  Reports   I9  9 

Use  of  Stenographic  Pool   10  2 

V  - 

Vouchers ,- 

Address  on  Salary  and  Reimhursement   15  ^ 

ind  Accounts,   13  1 

Branch  Office,  Carhon  Copies  of  BM-hO   ik  5 

Copy  of  Form  5>  to  he  Retained  in  Branch  Office  Files....  17  5 

For  Small  Suns   12  3 

Handi.Tng  of  Form  5  Vouchers  and  Expense  Accounts   21  5 

Preparation  of  Salary   10  5 

W  - 

War  Memorial  Fund   5  2 

Waterhugs  and  Roaches,-  Preventative  of   8  10 

Weekly  Market  Review  Discontinued  for  Hay  and  Feed   7  ^ 

Weight  Limit  on  Shipment  of  Household  Furniture,-  Elimination 

of  5,000  Pound  Maximum   1^  IG 

Western  Union  Telegraph  Company,-  Messages  Addressed  Care  of   18  S 


1 


